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2. ORGANIZATION/STAFFING PLAN

2.1 Onranization Functions

It has bc;:n a common practice in schools lo identify subsystems

such as instructien and administration as almost totally separate and independent

functions when in reality they are distinct but interdependent processes.

The Fort Lincola School must be viewed as a system is com-

prised of subsystems all functioning together to realize the edo' .ition of the child

on an individualized basis. In an individualized system involving highly flexible

forms and processes t.f organization, all the elements must function together as

an organic whole,

In the Fort Lincoln system, four distinct but interdependent functions

are identified:

Instruction conduct of the process to realize the primary goal

of the system, the education of children.

Planning and Ev daation -- review and modification of organi-

zational goals in light of assessment of student, staff, and system

performance and accountability to the public and clients.

Development -- adaptation of the organization which results from

the planning and evaluation function, and which foAcTs change

in the areas of curriculuici; staff, and organizational structures

and procedures.

Administration -- support of all other functions of the system by

obtaining necessary resources and cool linating the application

of those resources.

2-



The central function is instruction, which is supported by the three

other functions all related to each other -- planning and evaluation, development,

and administration. These functions are conducted at va. ving levels in the organi-

zation -- at the system or school level or at the stage or substage level, depending

on where decision making is most appropriately located.

2. 1. 1 Instruction

Instruction is conducted primarily at the stage level. A truly individ-

ualized program with students having a wide age span precludes a curriculum cle-

ment being presented to all the students in the school in the same manner in a single

time frame. Decisions regarding instruction must be made primarily within each

stage, at the level closest to the affected students. The Education Plan has presented

the broad set of activities that will be conducted within the instructional function.

2.1.2 Planning and Evaluation

Planning and evaluation serves a critical role in organization develop-

ment and growth by providing the basis for modifying system and individual goals.

It is the mechanism which identifies and measures appropriate indications of per-

formance. An organization, whether an automobile manufacturer or a school system,

can only modify its goals after it has examined where it is in relation to where it

would like to be.

Planning and evaluation occur at all levels: overall system, school,

stage, and individual student. At the system level it will also be the principal

formal mechanism for local governance and accountability. Because the planning

and evaluation function will be sack an integral part of the information flew between

iQ
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school and community, community residents must lie included in carrying out this

function. Therefore, structurin7 organizational relationships and procedures for

planning and evaluation requires involvement and decision making at various levels

in the organization. At the system level, this function is probably best carried out

in a task force approach in which all the resources necessary to complete the job

effectively would lie brought to bear. This task force could operate on an ad hoc

basis, since the particular concerns to be addressed in the evaluation processes

would very over time. A detailed evaluation plan will he prepared as a part of the

Comprehensive Plan,

2.1.3 Development

In response to indications received from the formal evaluation pro-

cess and to regular feedback received from daily operation, the organization must

be able to adapt to new ways of working, modify goals, and permit programs to

evolve. The development function which permeates all aspects of the organization

is necessary in order to keep the organization responsive and adaptive to changing

needs. The design objective is to structure an organization which has people con-

tinually questioning the appropriateness of what is being done and the way in which it

is done. This concern particularly affects two distinct areas in the operations of

the organization: curriculum and staff.

In the conventional setting, curriculum development usually occurs

in a rather formal manner by examining the internal structure of a given subject

area and the methodology and materials used with that subject area. However, the

."curricultun" in the Fort Lincoln-School is a very broad concept which includes the

environment (physical facility) and how it is used as well as tne manner of strl'eturing

the individual experiences or children:

2-3 11



Curriculum development is continuously concerned with better ways

of structuring educational programs or experiences. In the early months of the

operation, curriculum development will occur continuously and will be concerned

primarily with extenil ig and strengthening the use of individualized instruction.

The need for curriculum development will occur in the Port Lincoln School because

of new insights into how children learn, experiences with the system once it is

operating, changing needs of society, and records of student performance after

leaving the school.

Curriculum development needs are best identified by the people who

administer the program on a daily basis -- the instructional staff. To realize this

objective, it is imperative that teachers and other staff members accept the curri-

culum development function as part of their responsibility. Where curriculum

development matters cross stages for some rather specific concerns, it may be

useful to utilize the task force approach to some of the development tasks.

The overall objective of the staff development function is to select

and maintain a proficient staff which is capable of executing responsibilities

within a setting which provides strong job satisfaction. As the Fort Lincoln

system begins to operate, continuing professional development will be emphasized.

The management and coordination of staff development will be conducted on a

school-wide level through a Staff Development Coordinator. However, most

staff development will occtie in the stage setting.

12
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2.1.4 Administration

The administrative function will facilitate the work of others by

having resources available as needed, coordinating other functions, specifying

procedures for technical administrative tasks to be carried out on a decentralized

basis, and performing those tasks which can be conducted best on a system or school

level by a central official. Administrative functions include budgeting, purchasing,

maintenance of physical facilities and learning environments, food services,

staff and student scheduling, and student safety.

Three criteria 1%111 be used to determine that an administrative

activity should be conducted at the stage level of the organization: instructional

value, desirability of implementation at the operational level, and opportunity to

reduce paper work and flow at a centralized level. Purchasing is a good example of

an administrative task which easily lends itself to decentralization. Not only will

teachers have discretionary funds from which to make purchases, but it is reasonable

to expect that students may originate requests for and purchases of items out of

teachers' funds Only within very specific guidelines, however). Allowing students to

conduct some school operations with appropriate support has a developmental value

because they arc given the opportunity to understand a ''TOCCSS which affects them.

The objective is to let students acquire as much capability as possible in running the

school. It is also recognized, however, that activities such as annual purchasing

of bulk items can best be coordinated on a school level by a central official.

The person 02signated as Administrative Coordinator will have

primary responsibility for administrative tasks. To facilitate the work of others,

?3
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he will spend a good portion of his time with staff and students moving through stages

to see that tl.ey hm' all that is necessary to exuarte their responsibilities, The

Administrative Coordinator svill be responsible for defining the procedures and for

formal coordination of those procedures that are decentralized.

When the execution of administrative tasks produces undesirable

consequences, such as interfering with a teacher's instructional activities, the

procedures must be modified.

2. 1. 5 Summary

To further clarify and define the nature of these functions, Table 2-1

contains a set of sample activities associated with each function.

14
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2. 2 Orf,ranization Structure

The staff for the First Facility will be assigned responsibilities

broadly within individual stages or on a school-wide basis. Staff relationships may

be represented according to Figure 2-1.

STAGE II

Teachers
Assistants

STAGE I

Teachers
Assistants

Admiti; Coor
Office Mgr.
Resource Coot
Media Coor.
Staff Dev, Coor.
Food Svc. Supv.
Transp. Supv.

Secys

STAGE III - IV

Teachers
Assistants

Figure 2-1

The shad( d areas signify the operational overlap that will occur at

times among stages. The central administrative function will be conducted close

to the actual instructional process and will o'.Trlap with stage opetations.
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2. 2. 1 The Team Concept

The principal mode of operation for the staff will be teams. Within

a tea n, all members will share responsibility and accountability for the activities and

success of the operation. The success of this arrangement is contingent upon the

strength of pecr relationships within the group, maintenance of positive self - perceived

group standards, and the problem solving skills of team members. It is expected that

in most cases these factors will lead to resolving group conflict and to team members

assuming (or assigning) accountability for specific activities.

There are three principal team structures: the Instructional Team

operating at the stage level, the Operating Team functioning at the school level, and

the Administrative Team functioning in a support role. The Operating Team assumes

shared responsibility for overall operations of the school (See Figures 2-2, 2-3, and

2-4 for illustration of team relationships.)

The Instructional Teams are thn core of school activity and the primary

decision-making groups. However, the Instructional Teams are subordinate to the

Operating Team when the latter convenes to resolve conflicts or decide school-wide

operational guidelines.

The Administrative Coordinator, the Staff Development Coordinator, the

Resource Coordinator, and the Media Coordinator relating to each other and the stages

in a staff capacity will serve the needs of the stages and structure their activities

accordingly. This does not mean that they are subservient to the stages, but rather

that they assist stage personnel in getting their job done effectively.

The support personnel arc responsible to ll Administrative Coordinator.

17
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11

INSTRUCTIONAL TEAMS

STAGE H

Teachers
Assistants

ADMINISTRATIVE TEAM

STAGE I

Teachers
Assistants

.S\
44

/Admin. Coor\
Office Mgr.
Food Serv. Sup\
Transp. Supv.
Secretaries

STAGE HI -IV

Teachers
Assistants

2 -10

Figure 2-2

Figure 2-3

18



OPERATING TEAM

Admin. Coord
Staff Coord.
Media Coord.
Resource Coord.
Student Rep.
(from Stage III

and Fly

* Stage representative selected by instructional personnel in each stage to serve
as official liaison with rest of school,

Figure 2-4

19
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2. 2. 1. I The Operating Team

The Operating Team is made up of the three Stage Representatives,

the Administrative Coordinator, the Staff Development Coordinator, the Media Coordi-

nator, the Resource Coordinator, and a student body representative. (The student

representative should be selected from the highest stage by the Instructional Team

and students.) This group will normally function in a problem-solving capacity and

will address itself to spelling out operational guidelines for the school. While

responsibility for school operation will be shared, it will he incumbent upon individ-

ual members of the Team, functioning in their regular jobs, to implement the oper-

ating procedures of the school. In this way, decision making and implementation will

be decentralized through the Operating Team members and will occur close to the

level of implementation.

Designing operating guidelines does not mean specifying how a

job is to be done. Members of the Operating Team should refrain from making

operational decisions in specific areas. For example, decisions concerning how

the Staff Development Coordinator should do his job should rest with the Staff

Development Coordinator and his clients in the stages. The role of the Operating

Team will be to decide the kind of siaff development that will be needed to make the

school more efficient and to supply the information and assistance that the Staff

Development Coordinator needs to provide staff training of the desired type and

quality. Meantime, the Operating Team will be developing the operational guidelines

which reflect the policies developed by the Fort Lincoln School governing board

(See Community Participation Plan) and the 1). C. Board of Education.

2-12 20



The largest role of the Operating Team will probably be to share

information and resolve problems. The functions of this group should obviate

the need for a principal in the usual sense of a day-to-day administmor of the school,

No single individual could be expected to function successfully in such a role in an

operation as complex and demanding as the Fort. Lincoln School. The Fort Lincoln

Project Director, who will have ultimate authority for the school, will be able to

function as an executive working with the community and others at the Special Projects

Division, leaving day-to-day operations to the Team.

In their operational role, members of the Team will have sufficient

expertise, knowledge, and resources to reach the best decisions. Stage Represen

tatives will be able to present the best thinking of their teams; the Administrative

Coordinator will be able to provide alternative administrative procedures for con-

sideration; and the Staff Development Coordinator will be able to provide assistance

in improving the quality of the group's internal decision-making process.

In addition, the Team ought to be able to act to resolve organi-

zational conflicts which cannot be managed at the stage level. For example, the

Team might address a conflict occurring between two stages over the use of shared

personnel which stage members cannot resolve.

Dissemination of the results of the Team effort to all school

personnel will flow naturally from its membership. Stage Representatives will

report to the stages, the Administrative Coordinator will report to administrators,

etc. The interdependent relationships of the members in the operational, day-to-

day activities of the school assure that any deviations from agreed upon plans will

be corrected quickly.
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The decoutt'iliz.ation of decision making and the freedom of each

staff rnernler to do his job, together with the shared responsibility for success or

failure that the Operating Teal; structure provides, are considered essential to the

hoped-for climate of the school.

2. 2. 1. 2 Instructional Team

Each of the three Instructional Teams, Stage I, Stage II and

Stage III -Iv, will b3 composed of the teachers and assistants assig-ned to the stage.

Others such as student helpers, volunteers, and staff members not assigned to a

stage will join the Instructional Team on a part-time basis, as the instructional needs

of the children dictate.

The primary responsibility of the Instructional Team is to plan,

implement, and evaluate an effective instructional program for each child in the

stage. The leadership of theinstructional function of the Team rests mainly with

the Master Teacher in the stage. It will be his concern to establish and

maintain instructional standards of highest quality and to identify, use, and develop

the rcs:-,urces of each staff men-1)er assigned to the stay to the maximum benefit

of the staff member and the students.

Examples of specific matters which will require the attention and

action of the Instittetienal Team are;

o Assigning students to advisor's for di.ignosia and pre:;cription

o Physical arranging of tho stage (placement of activity areas,

displays, and storage of materi:.:!:1

o Planning amu schetleling t:ctivitis (te:,ting, group instruc-

tion, pr)jeets, use of outside resources, p-trent co.itereneef)
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Selecting materials

o Reviewing student progress

Coordinating with other stages (assignment and evaluntiea

of student helpers, use of special facilities such as the

planetarium and gymnasium, procedures for transfer of

students, requests for assistance of subject-matter specialists)

operating rules for students and adults (includes responsi-

bility for replacing materials and checking out audiovisual

equipment to be used independently)

Planning and implementing purchase of new materials and

equipment

Identifying staff development needs for stage and school

personnel

o Selecting stage representatives

2. 2. 1.3 Administrative Team

This Team will function on a school-wide basis to support the

instructional process. The Administrative Coordinator, Office Manager, food

services and transportation supervisors, and clerk typists will conduct and coordi-

nate the "noninstructional" elements of the school's operations, V i S:

BlIdgCt in
Purchasing
Accounting
Personnel records and payroll
Attendance, registration, and scheduling
Building maintenance
Central student record keeping
Food services
Student safety, security, and Fmpervii:ion
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The Administrative Coordinator and his staff will concerned

primarily with providing resources for the stages. and with designing and monitoring the

procedures which can best support the instructional program. The other members

of the Team will be primarily concerned with execution of the procedures. No

member of the Administrative Team is to be precluded from participating in the

instructional process. On the contrary, since every member of the staff is expected

to make an educational contribution, the Office Manager may help students with

their mathematics by teaching them to use the calculator or a secretary may work with

students using the typewriters for reading activities.

2, 2. 2 Task Force Concept

When there is a need to accomplish a task on a nonrecurring or periodic

basis, a task force may be assembled from the staff, students, and community to

assume these duties. It would be assembled on a temporary basis drawing on the

talents available and organizing to achieve its particular goals. There may be a

number of tasks of this kind: curriculum development projects crossing all stages,

a special staff development program, a need to change procedures, a research

project, etc.

The task force approach is particularly appropria for school-wide

planning, budgeting, and evaluation which must be done on a cyclical basis each

year. Using a task force approach car provide for broad participation in decision

making and ensure, for example, that planned eNpenditurcs are closely related to

needs at all levels.

It is expected that task forces can provide a flexible means of cirn,,,in:;

on the resources of rho staff and community as needinl and mho a significant contri-

bution to aehievitr,; selected obj!'clivcs of the ;;elieol orpnization.
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2.3 0rETiLatic-2221321es*

The unique structure of the Fort Lincoln Schools and the focus of the

schools on the individual student instead of classroom group require new roles

and new relationships among staff. Each of the roles has been carefully structured

to allow each staff member to make maximum use of his skills and knowledge.

Organization relationships have been designed to promote complete flexibility in

meeting student needs and to provide all staff members with the opportunity and

the necessity for close mutual support and assistance. At the end of this section

of the plan lists of duties and responsibilities which are part of specific staff roles

are included.

2.3.1 Roles

2. 3. 1. 1 Stage Representative

The Stage Representative is a member of the stage team selected

by the team to represent it at the school level, contributing to educational leader-

ship. As a member of the Operating Team, he will concern himself with those

matters which are external to the stage.

While all members of the stage team will have an administrative

role, the Stage Representative will have a larger responsibility in this area than

the other members. Ile will be concerned with reports disseminated outside the

stage and the school, data and information for the Office 'Manager, and similar

administrative duties. The Administrative Coordinator is his chief resource person.

The Stage Representative is also the primary communication link

between his stage and other stages. While all team inembei-s will be free to talk

with all school personnel, the S1 age Represent:dive will be the poison who will trans-

mit team decisions, suggc;:tions, and other inform:dion.

* The propm-led 1x sit r,n tIct,;cript ions and rettominentled elossificatiims for the
school which reflect these roles appo.ii. in a sep irate document.
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Qualification for the position is selection by the team, and 110

selection procedure is specified. It is recommended that the Stage Representative

be selected on an annual basis.

2.3. 1. 2 Teacher

In the Fort Lincoln School, the teacher will find some parts of

his total role familiar; other parts may be unfamiliar. While he will engage in group

instruction as needs of children demand, his major orientation will be toward the

diagnosis of individual students' learning- patterns and the prescription of appropriate

materials and activities for each child. While he will instruct in various elementary

school subject matters, he will have a specialty to use as a resource for students

and other teachers. While he may relate in an instructional capacity at one time

or another to all students in the stage, he will be an advisor, i.e. , be responsible

for the overall development of a certain number of students within the stage. In

the Fort Lincoln School, communication with other teachers, optional in a traditional

classroom seiting, becomes essential fur the teacher as a member of an instrucional

team sharing responsibility and authority for the services of the stage operations.

A large portion of his role as teacher will be to make optimum

use of the skills and judgement of his team members in the instruction of the student

for whom he is re:soonsible, and to use his own skills and judgment with student for

\\.horn other teachers are rcsp,msible, role calla fur hi7a to actively asskt

and support all other members of the team, he must also solicit and accept

tepee and support from them. The interdependent nature of the entire instruction:1

process will place a prmiuni on the le:411(.1'1s Aility to fill the role of loran niei;11J.:r.

Since a prhaa,.y goal of Fort Lincoln ;;;;sten1 is to th.contralic

admiHist rative deci:don have it occur as Clof;;" to the irAt ruction:11 proCC:;!;
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as possible, the teacher rinv.t also fill an administrative role: c. g. , participate

in budg,ct pdirming, account for discretionary funds available to him for minor

purchases, serve on student/staff committees for school operations.

The role of the teacher will also include responsibility for

evaluating himself and his peers, and for defining and pursuing his professional

development needs.

He is also a communicator with other stages, other school

personnel, the community, and parents. He must discuss regularly what the team

is doing, what the student is doing, and What his expectations are. The overall

teacher role also includes the following roles:

Master Teacher

Though the Master Teacher is only one participating member

of the stage team, his role calls for him to provide educa-

tional leadership within his stage. lie should be the catalyst

who helps to improve total communication and participation

among the team members, but he is not expected to function

as a final arbiter or boss.

The Master Teacher will have mastery of at least two

subject-matter areas and he will be expericed ;Ind know-

ledgeable about how teams function. Detro,Ist rated ability to

diagnose and prescribe, as well as to pass those s!:ills en to

other members of the stage, will place him in the role of 1.11,

chief resource person for the sta;;e in tho:zi crucial areas.

His basic and most important role, the one that v.ill oceopy

most of his time, is that of teavy...e of stn,7c;th; as a 111(11)1i-sr
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of a teaching team; he will be responsible for the monitoring

of overall development of the greatest number of stc:!ents,

since he most likely has the greatest amount and range of

experience. It is expected that any and all decisions that

affect the team and the students \yin be joint decisions of

the entire team, As the catalyst, the Master Teacher \vill

be the key person in assuring that all appropriate persons

are involved in decision making.

Ms supervisory role is minimal and almost nonexistent

as far as staff is concerned. It is expected that evaluation

of performance, identification of professional strengths, etc. ,

will be group functions and will be done in the group setting.

lie will, however, serve as a major resource to the less

experienced teachers, e.g. , reviewing prescription of interns.

The title and position, "Master Teacher," refers to a pro-

fessional level of competence rather than to an organizational

or hierarchical role.

Associate Teacher

The Associate Teacher has the same basic role described above

for all teachers. The main differences are leis level of

experience and his level of skill in die, gnosis_;, preseribin;; and

presenting instruction, which are greater than an Intern

Teacher but less than a 11aster Teacher. Ile will sect:

and direction from the Master Teacher when

prescribing for students with unique. or difficult

28



His expertise in at least one subject-matter area and

his level of experic-ce and demonstrated competence in

diagnosing and prescribing will mean that he is a major

stage and schoc resource person in transmitting his

knowledge and skills to other teachers.

The role of Associate Teacher calls for him to make use

of the talents of all team members as he increases his skill

levels and as he plans his personal growth program.

Associate Teacher also refers to a :eve' of competence

rather than an organiational

e Teacher Intern

The Teacher Intern is a beginning teacher. He may be a

recent graduate of a teacher training program or a person

with a set of experience and skills needed for the instruc-

tional program, Ile is a teacher, and his role is 11 A

described above.

Among the stage team members, he will have responsibility

for the least number of students, and he will receive the

greatest amount of assistance in diagnosing and prescribing

for students and in instrution,

The beginning tca.,:.her is not thrown into !1 "sink or swim"

situation; he is provided with cxl_criened teachers who

role it is to help Mr». His role is to understand what he

should he learning to do, to make use of the entire team

learning to do it, to identiiy clearly his strengths ;
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weaknesses, and to assume responsibility for his personal

and professional growth.

The title "Intern Teacher' refers to a level of competence

rather than to an organizational role.

Teacher Extern

The Teacher Extern is a student in the junior or senior

years of college who is interested in becoming a teacher and

wants steady exposure to a school situation. A Teacher

Extern will work under the close supervision of a Master

Teacher or Associate Teacher in the instructional team

carrying out assigned duties and responsibilities which

serve the instructional process as well as his development

and orientation as a teacher,

The term "Teacher Extern" refers to a level of compe-

tence rather than to an organizational role.

2.3.1.3 Assistant

The Assistant is the paraprofessional member of the Instructional

Team and has one of two major roles depending on his assignment as Stage Assistant

or School Assistant.

The stage Assistant will maintain student records, administer

tests and record results, maintain records of equipment and material assinctl to

the z..to.e, etc. lie alto will work with students individually and in groups to press

prescribed instruction. lie is a full member of the stage team and participates in

stage decision making.

The School Assistant may work anwheite in the sely,01. Ile is

not from assisting in the ,,ta;es, kit title indicates that his primal?.
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duties are outside the stage context. He may supervise children on the playground,

on trips away from the school, or in the media center. He may work in the school

office or for any one of the Coordinators. No matter where he works lr for whom,

his purpose is to support instruction.

2. 3. 1. 4 Coordinators

Several roles essential to the successful implementation of the

Fort Lincoln School must be performed by necessity across all stages. These roles

have coordinative functions which serve the instructional process. In addition to

each of the specifications in the following role descriptions, the Coordinators will

devote a portion of their time to instruction within the stages.

Administrative Coordinator

The Administrative Coordinator has one of the most difficult

positions in the school. While he must concern himself

with such matters as food service, transportation, custodial

service, and D.C. accounting requirements, his basic role

is to support the stage teams. He has to be able to view his

job as that of expediting the paperwork of, and for, the

stages.

A key portion of his role is his participation on .::c

Operating 'Foam, concerned with school leadership. Ile is

the principal resource peron of I he group on matters con-

cerning the use of administrative procedures to accomplish

the goals of the school.

In the Fort Lirt.oln School, many of the administrative

records normally maintained in a central office will be

2-2:3
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maintained in the stages. Therefore, the bull; of the work

and time of the Administrative Coordinator will be in the

stages, He must be able to allocate his CIICI gies among

the three stages and his school level responsibilities.

He also has a supervisory or managerial role since the

food service staff, custodial staff, transportation staff, and

the office staff will report to him.

o Staff Development Coordinator

The role of the Staff Development Coordinator has a large

"technical" component. lie assists the school staff in defin-

ing its training needs, helps to organize and conduct internal

training programs in response to those needs, and he is the

chief resource person in methods of evaluating training efforts,

Another major portion of his role is to serve as a group

process resource. In this role, the Staff Development

Coordinator will work with the stage teams to improve the

quality of staff interaction, and he will be the school level

resource person in efforts to improve the quality of group

decision-rnal:ing processes, He will he cNpeetcd to identify

and use outside consultants and resources as necessary.

a member of time Operating Team, he is part of school

leadership.

The third major part of his role is his responsibility for

personnel. lle trill rrwintain close Raison with teacher
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training programs and other sources of potential teachers

and training assistance,. Ile is the principal resource

person for school policy and decision-making group; identi-

fying. desired qualifications of applicants and establishing

selection procedures.

The Staff Development Coordinator is expected to he a

personal resource to all school staff members in their

individual efforts to improve their interpersonal skills and

competence as effective group members.

o Resource Coordinator

The Resource Coordinator nas two basic roles. One is

internal to the school, the other is external. Within the

school, the Resource Coordinator works in the stages with

the Instructional Teams. Ile assists them by identifying

possible resources for instruction in the community and in

the greater metropolitan area. In this role, he must he

aware of the educational objectives of the teams and spend

a large portion of his time in the stages lie will act

as primary liaison with the I. E, C. (See Community Partici-

pation Plan) :L. I the Budget Committee (Sec Opuriitions Plan).

lie will be eNpectcd to maintain advance sAedulcs of activities

taking place throughout the metropolitan area, and to dis-

seiniaale them to all stage teams, Events at the Smith-

sonian, government activities, etc. , all may be considered

by teams as eilucntiol!A eNrci.ienci,.; for 1-tuk7Alt:;,

2-25
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At the school level, the Ile:awrce CoordinHor is a mem-

ber of the Opf.!ratirg Team ail(' pa! t of school lenclorLhip.

Ile is rcsponsil)le for providing assistance to the Operating

'ream in decisions retarding the allocation of area and

community resources among the stages.

In the external portion of his role, he is responsible

for maintaining close liaison with social agencies and with

departments or offices of the D. C. School System that

can supply services to the Fort. Lincoln Saool. Ile \yin

also work closely with community organizations and groups

in his attempt to involve them in the operations of the schc,21

and to involve students in service capacities in the eon

In both his internal and external roles, the Resource

Coordinator functions as a service to the stages and as a

support to the imAructional process.

o Media Coordin;tor

The Media Coordinator is a combination librarian, artis!, and

technician, lie has basic responsibility for operating th

resource center, lint the center differs p'eally from th,

traditional concept of either a libr;:ry or an audiovisual

The facilities and materials in the center meet

accessible to sit dents and teachers than is utril

The r;ortift.dor v 111 tic(:(1 ,nn

ing to perfofw of lusting, ordct

101;;;IIV,, 11'41 cThilk):;d111;: v;,rindic 1is, fella, hlto
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strips, etc. lie shiiuld have hnowled;..c of computer

nags ard ea.. arplientiorr:; in Library S,!ience. lie

will to troublesL,ot :11(1 nmintain

OCIU.11):flelt such is t:ipo recorders, Lnigu;-tgo

controlled renders, projectors, etc. Ile will need artistic

skills to produce the graphic materials required by the stages."'

The Media Coordinator also have a role as a teacher --

for staff as well as students. It is anticipated that he will

transmit his skills in each of these areas to staff and students

to the extent possible, and that he will function as a media

consultant to the school staff.

2. 3. 1. 5 Office Manh.ger

The Office ,lia nager handles the routine procedures of processing

purchase orders, answering the telephone, maintaining accounting and business

records that are not kept in the stages, and collecting and/or su omalizing data and

information for reports to the D.C. School System.

lie also has a. supervisory role through his management of the

clerical support staff in the office.

The Office Manage. will '._)e the initial contact for reque:ls for

information, for visitors to the school, and for all incoming mail not personally

addrcsscl, and he ill have to .'t(:\1: 11/111St:If as having a public relations and

communication role. It will be his responsibility to sec tint routine notic.:s are

received nail relltel:; for informrtion arc 101.V3Ided lo fir.? plopCI'

par rya :11(1 that all vi-.1t9rs eallcrs coca .1t.(1 )1::'1(11'.

* should ale rcectlif !new, of one 1,ersnnhlvir,,,:-. the con:11',?,,Ilion of 1.11(:0 prove
difficult, it might be ad\-i:;able to hire a media :1;;;:iut:tnt hair rilhc r 1.11L.

or atidiovi...,r11 ((clinic :11
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While his rii,,oliTtturc ina (Tioired in a ruvol.,or of instances,

for example on purcha:ie orders, he does not le-;p(.0tLiibility nor does

his role call ftIr him to question the put?ose or value of purchased. Required

signatures are to he affiNed as a matter of course.

2. 3. 1, (1 The Hole of the Volunteer

A key concept of the Fort Lincoln School is to make the fullest

use possible of community resources in tlw instructio.nal process, and thus in

effect to break down the typical isolation of most schools from the "life around them,"

for which their students are being prepared. Thc; resources of even the poorest com-

munity are rich in the sense that they include human beings having; talents, interests,

and experiences of value to children. Not even the richest community, hor,ever, has

the financial resources to pay salaries and stipends to all of the human resources

that could be brought to bear on the learning program, Since a "spirit of volunteer-

ism" is to be found in any community, demonstrated by people who are willing.

enthusiastic about contributing their time and services for a wortim hile acth ity,

the Fort Lincoln School hopes to attract a vide p-al of volunteer resources eit'ncr

on a regular or intermittent basiz;. The r.s.,le of the volunteer must be consorar,t

with the overall instructional role of the egular staff. Under the direction or

coordination of regular staff members, volunteers 110:;cnIrling on their bacirourd,

education, education, expeien.ce, talent, hobbies, etc. -- ran earnv out specified

tasks such as the following:

The bcorin!,, of and p,_)sttest:

o TlIto:Li; of eh Vren I hclp :!'it'rti,m

o in,:;,p.nnt 1k I,i trip.;
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a Af1SiSti1111; ifiC 311C(.11:1 coordinator by e;II;101.2,1tilvr,

hooks, prOdUCilY: gyaplAion, etc.

O Og:IlliZing activities such tts hook foirs,

holiday observations,or celebrations

o Supervising a hobby club such as photography',

stomp eullocting, modern dance, etc,.

o Delivering special presentations to groups of

students on a particular unit of study (a postman,

a computer analyst, a space program worker,

a weaver, a gardener, an architect, etc.)

o Accompanying visitors on a guided tour of the

school, or preparing special brochures Or pro-

gram material in response to requests for infor-

mation about the school.

The Dcsouree Coordinator will coordinate the volunteer pro-

gram recruitment, maintenance of files regarding background, scheduling, etc,

lie could cry well he assisted in this responsibility by volmAeers themselves as

well as re,gular,stage team members with whom the volunteers v.111 work,

2. 3. 2 Hole Dimensions

There are three dimensions to each role in the Fort Lineal i School:

leadership, resource, and support.

e The lcadership dimension of a role is defined as that whieh

vides impetus to oth,a.:; to carry out 1%s1,:z v,T;t:h co:Ar: ;11::

1110:A to cliccik of 0111r:; prol.,Icins pod do-ut,,p-

ing effecive and creative solutions.
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o The resource dimensLon of a role is defined as that which con-

tributes to the im,tructioiA program in the form of spf:cialized

skills or knowledge not widely distributed aniong the staff.

o The support dimension of a role is defined as that vhich calls

for assistance to others in their roles.

Each role in the Fort Lincoln School has all three dime»sioni7. For

example, a Stage Assistant may fill a leadership function at some point in the work

of the stage team. however, while each role and person will be expected at appro-

priate times to work in the most functional manner, the principal dimensions of

each role can be identified.

o Leadership

Those roles which have a significant leadership dimension are

Master Teacher, Stage Representative, Administrative Coordinator,

Resource Coordinator, and Staff Development Coordinator.

o Resource

Those roles which have a significant resource dimension are

)'.aster Teacher, Senior Teacher, Staff Development Coordinator,

Resource Coordinator, and Media Coordinator.

o Support

Those roles vhic71 have a significant support dimension are

Administrative Coordinator, Staff Development Coordinator,

Resource Coordinator, Office Manager, Media Coordinator,

Stage Assistant,Tid School Assistant,

Nom- of th(i viewerl as eNcludi 0; ;tin`.' role It nine

One Or more of the dimensions. A Assistant pr):;rks cuLt;lin s!;i11:; or
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knevleft.:,3 which the r:;ta!;-es can use as a. twouree. While the mos: sii nificant

dimension of the solo of the School As:istant is support and it is !-A-) !Nod, it is

expected that lie mill br. a resource person when needed.

2.3.3 Fort Lincoln New Town Educational Project Director

At the inception of the planning. for the Fort Lincoln New Town

Educational System, the D. C. School System created a position for an Educational

Project Director responsible to the Superintendent through the Special Projects

Division, It has been the duty of the Project Director to relate to community groups

and citizens and to furnish educational expertise in the planning and implementing

of the Fort Lincoln education system. His continuing function has been to interact

with the participant; involved in the project the D. C. School System, other

District agencies, Architect/Engineer, and consultants involved in the educational

development of the project. his duties include administration, development of

educational programs, innovation in educational programs, awl assista roe in the

recruitment of suitable personnel.

Throughout the preparation period for the implementation of the

Fort Lincoln educational system, the Project Director will limn:4,x and supervise

all activities leading to the operation of the school. the Project Director

will not have a day-to-day operational responsibility in organizational frame-

work of the First Facility, he will retain an overall supervisory po:::,ition in

relationship to the program wherchy he is directly responsible and accountable to

the Superintendent and the Eoal d of Education for the cnrthwed development and

evaluation of all prograina as they evolve.
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The Eciecat Project Director actually serves an the link

betv,..cea the 17). C. Se/107.)1 System the entice Fort Lincoln opei.ation,

exercising his authority and respon:-!ibility in a manner faithful to II c basic

features of the organizational plan recommended; decentralization of adminh-

trative and decision-maiting proces.scs; team governance; task force approaches

to problem solving; student participation in decisions regarding system operation;

community involvement in all aspects of operations. Ilis role should essentially

be that of a facilitator of the goals of tine Fort Lincoln system. As such, he will

be an arbiter in situations of conflict witnin Fort Lincoln or in the relationship of

Fort Lincold to the overall D. C. School System.

2.3.4 Activities and Responsibilities of Fort Lincoln Staff

In an effort to provide as detailed it picture as possible of the job

responsibilities at the Fort Lincoln School, General Learning Corporation submits

the following lists of activities which would be peculiar to each of the major

positions on the staff. The activities are categorized as they relate to students,

other staff members, parents and community, and to the system. The teacher

activities are keyed to indicate activities performed by Master Teacher (M),

Associate Teacher (T), and Intern Teacher (I).
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ACTIVIT1B- AND IIES1'ONSIPIL1 ES 01."I'EACifERS AT '111E 1'01 z.'1' 1.1NC01.1\l SC11001,

In ion:11in to Stulf,nts

I Selects instruetional objcetiv;:s .r,» students,

M, A Selects, writes, or edits instructional objectives for students.

M, A, I Administers and scores placement tests to locate students within curricular areas,

M, A Administers, scores, and interprets placement tests to locate students within
curricular areas.

111,A, I Administers and scores pre-tests, post-tests, and comprchensivo diagnostic tests
for prescription and evaluation of student performance.

M, A Given instructional objectives, writes criterion test items.

M, A, I Prescribes appropriate curriculum materials and learning activities for achieve-
ment of instructional objectives.

1\1, A, I Diagnoses student progress based on testing, observation, parent and student
interviews,and consultation with other teachers.

111,A Evaluates and modifies prescriptions on basis of student performance.

M,A, I Using videotape or checklists, observes and records student behavior or activity.

M, A Using e:;pertisc in specialty areas, recommends remedial, alternative, or enrich-
ment learnini; activities.

M, A, I Demonstrates competence to handle individual, small group, and large group
instruction, by altering methods .recording to the situation, and utilizing available
resources.

M, A

Ai, A

Plans activities which incorporate instructional objectives from a variety of dis-
ciplines (e. g. , printing a class newspaper includes objectives from reading,
communication skill),

Coordinates separate activities which exhibit instructional inkrdepwdenec
coordinates a unit in science on animal ad;,ptation with unit in social sLudics on
man and his environment).

M, A, I Arrarycs for ;wit taxouagea usc of off -rite rec.();
a rc;Jihr

revs for 1,0 oPp:; and inklividL-is nit

1\1, A lleco.,;a1.4e.; pceial lelvniri; noels awl refovs sindenL; to tiuln u.t s of special Relit,

A , Ili 'w r tulv ice of t:pccialirt, o:irrich out r.pcci,i1 karning act ivil \vitil children
having ilpeci.1.1 noc(1.;.
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111,A, 1 Consulft wit11 cludents regularly, listening to their ideas, exploring their intert,s11.,
and inotivatir-,; them to venture into new Icarning areas.

M, A, I Engages in instructional activities with all children in the stage; as -i.tro es re non-
sibiIity for long-range dkignosis, prescripticn, and evaluation of a specific group
of children.

M, A, I Reinforces desirable behaviors in students and demonstrates the use of a variety of
reinforcement techniques.

M, A, I Collects, records, and maintains records of student achievement, learning char-
acteristics, social behavior, etc.

M, A Collects, records, maintains, and interprci:s records of stud nt achievement, learn-
ing characteristics, social beh:Nier, etc.

M,A,I Selects and adapts appropriate environment for learning activities through maximal
use of flexible features of physical setting of the school.

M, A, I Converts appropriate materials into multimedia presentations for enhancement of
learning activities (makes transparencies, filmstrips, eharts, games, etc.)

In Relatior,:lip to 0:her Stf-,ff Members

M, A, I Offers assistance to and accepts assistance from other members of instructional
team.

M, A, I In writing diagnoses or prescriptions, solicits information from other teachers about
their experiences with the student,

M, A, I Coordinates scheduling of learning activities for students to ensureadequate access
to space, equipment, and learning materials required.

M, A Applies expertise in specialty area by acti»f; as resource to other teachers in the
school.

M, A Keeps abreast of, reviews,and dif.:selninate%; information en new curriculum in specialty
area through reading, viewing, demonstrating, and experimenting. with materials,

M, A In specially circa, 11IntelicS flier Curriculum materials to instructional objectives.

M,A,I Plans and specifies instructional and clerical aclivitic:: for assistants, stud: nt
helpers, volin!tccrs,ancl darc1115.

111,A, I CnI,triblite:, to 1C111 CifeCtiVel.ce,S f:111illitirt 1r,) In
a U(' CH 1.0 11()11:, C I 1 ; 1 1 1 1 ( ; ; to :I COP ill I rl ur assn 'led

AI, A, I Cpw, request, participiles in ev ;dual ion of levy perforn:,, nee.
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M, A, i Orients new staff members to proendures of the eta e.

14,A Actively particiHfcs in in-service trdi,ning by presenting inrormation (ii tot:1ab-1[1es
in specially area to other nienlbcrs of ti,c staff.

In Relatior:hip to Parents and Cornnunity

M,A,I Initiates parent conferences to discuss proL;ress of child and plan learning activities;
responds with minimal delay to parent reciuests for conferences.

M, A, I Provides parents with full explanation and interpretation of records of student per-
formance during parent conferences.

M,A,I Instructs parents in use of educational materials for vork at home with students.

M, A, I Articulates the philosophy and practices of the Fort Lincoln School to visitors and
interested groups,

M, A, I Regularly attends community/school meetings.

A, I Solicits evaluative feedback from parents and conununity regarding. teaching per-
formance,

In Relationship to System

M,A,I Makes use of available resources for self - evaluation (students, peers, parents,
videoltPc).

M,A,I Identifies areas for personal improvement and talte7: steps toward professional
development.

M, A,1 Maintains and updates persona' folder on professiwnl development.

111,A,I Cooperates in recruitment of prospective collcague,3.

AI, A, I Participates in special groups or task foaces to plan or evaluate systenk operations.

Ig, A,I Utilizes organizational struct+:rc to resolve problems.

M, A, I Maintains ledier of expenses for discretionary and control fw'als.

A, I Correctly compl..tu3 forms and vouchers for ordering and parehasitil;.

I Sopervies stn(!ent p;Irtieirtlicn in f:1:1:,,c-levol pnc(1,:):;i0g.

A, I Executes piocedanes to eir_llre studcnt Nr:d
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Ti A, I Follov:s prw.edures for Fa,enrit-P,; ir::nsuorintion ferviees for field I.ip and for
ensuring student fety on i.rnlv..Foi.t:1 t ion vrhicics.

11I, A, I 11Iailltains intcut,..11y and seeu-rity of p;o(..,cls ;-:nd

AI, A Pnidleipates in procc:;s, pro;,,,rnal pron;,:n pIntlidng
for identification of VCSOUUCCS and required fi.nancial support; prepares appro-
priate budget requests reflecting evaluation nad planning effort,!;,,
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ACTiVITIES AND IIESPON:-411ILITIES (31' .,\S[7.4tiTANTS ThE UOliT ' [NCO[N SCHOOL.

In Eclatioln;hin tit Studonis

Administers and scores tests.

Records test scores in student folders.

Assists students in locating self-instructional materials.

Assists students in working with self-instructional materials (explains directions,
answers questions, etc.)

Sets up, tests, operates, and puts away audiovisual equipment (projectors, tape
recorders, etc.)

Prepares instructional materials flash cards, charts, tranFsparencies.

Reads and tells stories to young children.

Assists children in playing academic games.

Prepares learning environments (sets up science experiments, prepares clay,
paints, etc.)

Assists the teacher in special classroom demonstrations.

Works with individlals or small groups of children in instructional activities pre-
scribed by the teacher, listens to children read, conducts dribs, supervises art
activities.

Escorts young children to toilets, snack. areas, resource center, health room, etc.

Accompanies students on field trips.

Demonstrates teniques of games and sports when Lecessary or recote;-itcd,

Observes and reports on student behavior as it relates to interests, ability, social
shills, and manual dexterity.

Assists in din o.L_:.is of abilities and of exec.ptional children.

Assisia in implementation of pre.t.fiption:-, for excepl7onal

Iieinfrn 1 \ i o r ; i n stud n t : . in 11 (1L Hia IL e of it :4 if It

of ccilliore,:ine:I1
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When v,.017in;; itiith childen having speeial problems (phy;:ie;)1, emotional, educational,
social),p..Trorms in :L 11111'We 3' COM.,:i [11:111gQII1C111. plan developed by stage.

In lelatio:,,hip To Staff

Shares in a mutual exchange of help and support among all members of instructional
team.

Contributes to team effectivene:ls by being puuctu::1, accepting routine house-
keeping duties,and accomplishing assigned or assumed tasks.

Upcn request, participates in evaluation of peer performance.

Orients new staff members to procedures of the stage.

Participates in planning sessions by introducing subjects for discussion or review,
offeri;pg suggestions, volunteering to gather information or draft new procedures.

In Ref ationhin to Parents and Community

Instructs parents in use of eqnipn nt available for work at home with students.

Explains the Fort Lincoln School to visitors and interested group.;.

Regularly attends community/sehool meetings.

Solicits evaluative feedb:-.ck from parents and community regardin;,..; perfonmmee.

As a r,'..sident of the Fort Lincoln community,' shares information about composition,
coneerms,and needs of the community at staff meetings; interpret practice:7 of the
school in informal situations in the community.

Identifies eonnm,nity resources (jcople with particular skill -, or cxpeifenees, places,
unique eent..z) that Nvoule be useful in the instructional pro;;ram.

In lielifiom-hip

Makes use of :1\"011!1/1.. ret.ources for t-cIf-evaluntion (sturf..,nts, titers, parents,
Vi

i'lc'ntifius :ircas for pe:-:onol irnproveinunt and t:!1,c,-: t-leos tevard irore.-7.c:onal
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Ii

1

1

riaintains aml upd.ttes personal folder on profeisional d:.velepment,

Cooperates in recruitment of proA)ective colleagues.

Participates in spnc-ial gi-onp;; or las": forces to plan Cr evaluate system operation:).

Utilizes organizational structure to resolve problems.

Maintains stage attendance records and prepares required attendance reports.

Maintains inventory of self-instructional materials and equipmc.nt.

Orders new supplies of work-sheet , tests, etc.

Beviews purchase orders and vouchers of teachers and students.

Collects all data regarding st;ige level accounting and submits data to Administrative
Coordinator.

Executes procedures to ensureF,tudent safety and security.
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.AND f',1 Ti C00111)1NA'1

In Relationship to gtnclenis

Devotes a percentage of his time to inqructional activities in each of the stages.

In Pclati-ship to Other Staff ncliii)ers

Supervises \vorl: of Office Manngr and his scoff, food services personnel,
transp.,rtation personnel, and custodial personnel.

Works with singe level personnel and coordinators to assist them in developing
instructional elements of the budget.

Delegates responsibility for personnel to monitor CCTV to ensure student safety
and security.

Participates in in-scrviee activities by helping staff devise and implement adn'inic-
trative procedures throughout the school.

In RelaConship to Parents and ('.ommunitv

Reports to parents and coinnmlity on the process, practiee,and evaluation of
administrative procedures in the school.

Articulates philosophy and pr:;ctices of Fort Lincoln Sao d to visitor.-; and interested
groups.

in Relationship toAvstem

Assists in ninhing sclilol--,vide policy cleciien as a member of the Operating Team.

Dears administrati \e rosponsilitlity of hail ling maintenance, delegating s],c_it.1
charges to stage teams and stude!its.

Periodically evaluates the use and service.Wility of the facility to at :11f , siod.nts,
and community.

Coordinates entire budget i; process for the

Subw,its to 1).C. SchoH Sv tem.
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Coordinates, procurement proec;.;s for the school.

Administers accounting. ;system, aiding Stage level farms in maid[dning their own
accounting systems.

Makes use of avaiJohle resources for self-evaluation.

Maintains personal folrler of strengths, wcalesses and in-service training activities.

Identifies and eliminates all unnecessary administrative procedures throughout the
school.

Communicates with administrative offices of the D.C. School System on behalf of the
Fort Lincoln School.
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it 1,-;.---:i)(1:;SI.1!.11..I'r ()P STAFF Ct)0111)1:-,-..AT(.;1;

In ItelationshiptoSindr:yo

Devolos a percehtage of his time to instructiolal activities in each of the sta.,;cs.

Provides instruction and assistance to siudel!ts in acquiring knowledge and
of group dynamics, interpersonal relations,and conflict ruinagemcnt,

In Ilelationip to 011.er St7tff lNieml)ers

Assists all staff members in defining training needs.

Works with staff members in maintaining profiles of strengths; and
records of in-service training activities.

Plans, arranges for,and evaluates in-service training activities.

Develops on-the-job orientation and training programs for new staff members.

Participates in stage meetings or conferences which deal with staff dcvolopment
topics.

Maintains overall supervision of staff schedilliag, resolving conflicts over vacations,
shifts, etc,

Keeps abreast of special courses, institutes:and workshops of potential value to
Forl Lincoln staff meribers.

Assists individuals and teams in developing evaluation teeisiirjues of staff performance.

Provides assistance to staff in group process tcchniqueS in order to assist lean:: in
at:d improving quality of staff interaction.

In tel to Parents ruld

Articulates philosophy and prel ice of For( Lincoln Schi>oi to visitors an,' rotor( st,2d
groups.

Draws upon community re.,oulfil'S in plamiing rvice trainii-Jg

Ile;olarly attends communit;,./s1;001 meeti7igs.

commr:dly participntion in recruilnie!;t ; all .
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In iletationsIM) to System

Directs recruitment of new, staff members.

Acts as liaison with toe: l teacher training institutions rogardinL; plan. mmit and u, o
of student teachers.

PecommeAs books, magejnes, and : ediovistral materials relevant to staff
development for the Resource Center.

Maintains liaison with 1). C. School System Staff D;2yelopment Office.

Handles administrative work connected with personnel actions requests for transfer,
promotions, etc.

Determines cost of training activities and prepares budget accordingly.

Assists in making school-wide policy decisions as a member of the Operating Team.

Makes use of available resouroes for self-evaluation.

Identifies areas for personal improvement and takes steps toward professional
development.

Participates in special groups or task forces to plan co: evaluate system operations.

Utilizes organizational structure to resolve problems.
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ACTIVITIES AND RFSPONSII;ii,ITIES OF ill ETNA COORDINATOR

In RelationAip to Stwh-:ats

Instructs children in locating, securing,and using the materials in the Resource
Center.

Provides teachers with pertinent information regarding students' progre;:s, problems,
and achievements as observed in the resource center.

Assists students in developing competency in listening, viewing,and reading skills.

In Ilelationcliip to Other Staff '.1einhers

Consults with instructional teams, suggesting multimedia approaches to presen-
tation of lessons and resources available for enhancement of instruction.

Consults with individual teachers on the use of audiovisual materials.

Produces graphic materials required or requested by instructional teams.

Provides and conckets in-service activities related to use of mcdia for groups of
teachers.

Keeps teachers informed of available materials and new acquisitions.

Arranges for previews of audiovisual materials.

In Irlelalonliip to Parents and Community

Articulates the philosophy and practices of Fort Lincoln School and of the 'Resource
Center to visitors and interested groups.

11...ip.11arly attends eoy,nnunity/seliool meetings.

Uses community activities, events,and interests as subject matter for graphics
materials and for displays in Resource Centers.

lIclaticl:;11H to Syr=tcyn

Locates, of ders,and eatalogoc:; periodicals, etc.
for the Resource Center.
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Contrihutes to school reports genorated for system of eomlnunity purposes by
providing :.7raphie requirements or suv:gesting multimedia presentations.

Keeps inventories of all di OV sual equipment and nmterials :Ind selects an 1 purchases
same.

Attends \vol.!. hops, exhibits, conferences and other meetings to learn about the latent
developments, matcrials,and technology available for uce in the school.

Develops plans to critically analyZe and evaluate effective audiovisual instruction.

Plans expenditure of funds for the Resource Center and keeps records of disbursements.

Bequests evaluation of his performance from variety of resources teachers, students,
other coordinators.

Identifies areas for personal improvement and takes steps toward professional
development.

Assists in making school -wide policy decisions as a member of the Operating Team.

Utilizes organizational structure to solve problems.

Executes procedures to ensure student safety and security.

Operates and conducts minor repairs of all equipment (tape recorders, controlled
readers, projectors, etc.).

Demonstrates operation and potential use of new equipment in relationship to
instructional programs.
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ACTiArtTIES ANT) EtESPON:qBILITIES C00111)1NATon

In lielatiom-Alip to ;7111de:its

Arranges for special programs in the school offered by community groups (theater
groups, speakers on social issues, observance or celebration of holiday events, etc.)

Arranges for major field trips to museums, government agencies, local businesses
or industries, c7.mping sites, theaters, etc.

Identifies service organizations or activities in the community which can use student
help (special drives, reading to the blind, visiting hospitals, etc.)

Devotes a percentage of his time to instructional activities within each of the stages.

In Relationship to Other Staff Members

Collers and disseminates information about instructional resources within the
immediate community (people, institutions, service organizations, etc.)

Consults regularly with instructional teams,gathering information on their activities
and suggesting use of resources available.

Collects and disseininates information about activities in metrcyolitan arca which
are relevant to education program.

Keeps staff informed of community/school meetings.

In fielation,dlip to Parents and Community

Aianages volunteer program (recruits; interviews; records interests, e:Tabilities,
and time available; arranges for orientation; assigns to stages ;.

Locate community resources or arranges for cimununity activities in reTonse
to requests from instructional learns.

Articulates the philosophy and practices of the Fort Lincoln Schmol to visitor.-, a .3
interested groups.

Solicits evaluative fcedbael: from parents and commu;,ity perfoi
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In llelaticn;:li p r+trnn

Acts aS primary liaison between school staff and I. E. C.

Maintains liaison with social agencies and departments of the D. C School System
which can supply services to the school.

Assists in making school-wide policy decisions as a member of the Operating Team.

Maintains and updates personal folder on professional development.

Participates in special groups or task forces to plan or evaluate system operations.

Utilizes organizational structure to resolve problems.

Executes procedures to ensure student safety and security.

55
2-.17



2.4 The Concrol of SI:tf

In a traditional school, it would hardly be necen-.;:try to diseas:i "the

concept of staff." It would 1.): a well - defined, self-understood form, Fur the Fort

1,111(20111 First Facility, however, the term lakes on an eNpanded meaning. Not only

arc staff roles, responsibilities, and relationships different, but the sniff is extended

to include volunteers, student helpers, and consultants. Also, all roles have a

teaching dimension to them. This is meant to convey the notion that the staff is not

just the full-time employed, certified personnel on the, payroll, bui. all tho:,-,e indi-

viduals who can make a contrifattion to the education pregt'n,ill and to children, in

whatever capacity they may serve.

One of the challenges is to identify crez:tive and committed people

from outside the D. C. Public Schools in the community, in other school systems,

in universities, in business organizations, and from other sources, and to find ways

to bring them into the program in a meaningful way. If this is done effectively, the

capability of the staff will be extended greatly to provide reCrc-shinz and renewing

staff relationships and to greatly enrich the envi.conment for prc-fessieoal and

One of the primary rules of the resource and staff development coordinators will be

to obtain these people and to assist them in woll;in;; effectively with the full -time

staff.

The opportunity to obtain a staff rich in diversity of bar.1-:gro...±±:(1.; and

skills occurs in the initial staffing of the school and in th,- coLtim,ing procc:.:s of

recruitment, selection, and advancement of tho staff in 01.'2 ongoing scl;ool.
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2.4.1 Initial Si a Cfing

The initial composition of the staff will be eNtiverilely impnrt:Lat in

determining the later pattern. It Is iillpOratiye 1,31;A 1;litial rc:'rt.1.0tment. is (lone on a

broad basis both inside and outside the 1). C. Public Schools. Simultaneously with

the recruitment of full-time staff, there should be a search roc the volunteers,

specialized emmiltants, and other resource persons needed to shut up the program. This

will ensure that the total staff is available for training and for starting up the program

on an integrated basis.

One of the most important questions to be addressed is the extent to

which the initial staff should be composed of personnel already employed in the

D.C. Public Schools. The first Fort Lincoln School must call on available staff in tie

D. C. schools since it is invaluable to have staff members who know tic syst,m, have

experience with local children, and know the community. At the same Hine, the Fort

Lincoln School cannot overtax the already short supply of qualified personnel in the U. C.

Public Schools. It is also very important to seek talent from outside the system,

whenever it exists, to angine:It the local supply and to provide fresh insi;,;hts, shills,

and enthusiasm.

In order to achieve this balance, the following gni,leIincs should be

adopted for initial staffing:

No more than 50 percent of the initial full-time staff shoud

be from staff presently employed in th:. 1). C. Public Schools.

All D.C. School perorniel wishing to trov;-fer to the Fort

I.1110.111 SC310:01 .5310113d 1;0 thrOtl';31131C rC0'1.:Iilf1;Ct13.,



I

lion, ; w. th();-'t., :11)))1.iil Crow otttc;i(1, 111:,

;,7,110a1c;h:vc ri;:11t to be reassigned 10 a

position if tin_, .sh,m1r1 v,ish to rcturn to tt.e regular

The hahtlee Of 50 percent or less be maintained ill :111

role and salary eate;:.,,ories !ci that D. C. Public School per;--0nmel

are distributed thpo,,ighe,_71. the staff.

o ,Staff 1;clection should reflect the P'rov'isions of the

Judge J. Skelly 11'i ];;lit Decision of 19117 regarding raciol factors.

Voluntecr:- p0rt-tillle resource peoplc, and consultants sl-,Juld

be recruited, selected, and traincd according to similar cri-

teria and in (;011i1.111Cii01) with the full-time staff,

2, 4. 2 Annual Staffing

Once the program is initiated, it gill be iinportzuit to continue thc

procesr- of searchinz; for, obtaining, and organizing ndditioral 1111111:12t rese),recA ard

to eo.1:,:tantly inttq;cnte them into the program. This process she.,:ld be continuous.

At the same time thc.,2e Win be the 11C,, I to fill positions li th,2y becomo available 00

a year-round bar.is. Here again it wculd scene Import to ro;;LItt;lill the balance

between Iran:rev:1 from insich? the .',ystcra and those from co tside milt ;(1.de

to add a nev,. dirnc orlon to the .5ellool. It is 1)011rC1 that CyCk ;MI ;,

roles, upward 111tiliilliy in idvanceinent, and jub turnover will pr.vide s consl.mt

renewing of the start v. i:hout diturbing the quality of instrceti.m. Use of con:::oltaati

and i'csoureo p;,1-;;ons fur prrpocs and for non-re mrrnr:; is oic

t :ooil way of Ltoli,i.cto,At,,,,; for ary -s:es in la it, Li, it,

is 111101:,1 1:1rc dt,v,it,;:itntttit ;to(' ;'('huh -litre
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Ji. 11;;;t ;111 pat-ti)fw. fitaff pnrticipate in all

orientation pro,.,Fam (:;ee Sta[!' Duveloprocu'o whi,-.1) wilt prepare the n ;er

participating ifl the prOgia111. hi additi!.11, they should have free time to obsevvc

the stag,:.s, to get to ham' the community, and to bceo-,:-,e ffuniliar with proeedhres and

practices hefore they assume their full reF;porE,ii)ilities.
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2. 5 1);:ploy,r(Itt

To estahli;ili the c:..net nui'11reL and type of petsonnel reo,nired to

operate any individualized instruction scliool is, at hut, a difficult last:. The

Fort Lincoln School is no exce;;tion. Thc flexibility of the education program and

the intent to be ::sponsive to pirents' and stuilent3' clizmgilq,; needs iniposr: a great.

deal of uticer:I.loty at this point hi time on when and where personnel will be re-

quired. The desire to provide instnictional coverage for students throw,],hout run

extended day ( 7 A1I to 7 FM) requires the presenec of teacl,ing and paraprofcssirinal

personnel throughout the day; the desire to provide instructional coverage all year

roun'i imposes similar requirements. The desire to provide a staff with a com-

plete set of professional competencies requires the avallobility of teachers with

many specialties: !aiignage arts, matherr;,.tics, special edaeation, seience, social

studies, music, art, human relations', physical ecluention, and others. And all of

the personnel with their special hnowledi.;e must he organism sa that tins

can he buon,,,Jat to bear upon the developinn; needs of all the children in the Fort

Lincoln School. Thus, it should be clear that no one staffing plan ("anul)er, ori;an-

irration, t...)pes of personnel, I-schedule, specialy repertoire, etc.) can lie ret;arPc'd

as the complete and final pini to :;.iti,Jy Ilfc. e cal: ecitionnl requirement,. :\lany

plans are possible. The material Ilf.Thy,s will k.:esribe is pinn ;,n(I tho ruth

for i t s content. I t is hclievod t h a t this plan i s fensildc and w i l l provide a r c spen-

sive, profe:;s'ionni, ttul adaptke cducntional environment. Of eout-c, it will he

net ssary for the staff to constantly and adjust the ;taffih:..,. pattern 1.1,1

deploym, ,it on ti,e hAsi:3 or pupil awl nt:,r;
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2.5. 1 Cons( I

It is useful to prei'ac; dit.ctis,-iion of the Ph:n v,ith a listing; and

description of tic con:Araittis within which the I'lati \vas d2si,,...,nod, 'These constraints

gore:

o Instructionfil needs of children will at all times be met by pro-

fessional pers.onncl.

o Instructional suprnft functions \rill at all times be under the

supervision or professional personnel.

o The instructional program will be available continuously from

7 All to 7 Int, six days per weel:, Monday through Saturda.',

12 months per year. Children will atlend school at least a

total of 180 days par year; thy may attend school as nutty days

above the 150 as tlicy on (1 their parents wish.

o Teachers and administratii e personnel will regularly v..f.

6 1/2 hours per da, 5 days per wee'.:, 11 months per y_ar.

The 6 1/2 hours per day inc.lit:ics time or lurch and for instruc-

tional plannin ;, parent conk': .'necs, etc.

o Paraprofessional peronnel will also re;2,niarly \\-ori: 6 1/2 !,oars

per day, 5 days pc.-.; vcc1:, 11 months per year. In-scr\ ice

training when revired r.ili 0!..e place \vithin this

o The Fort Lincoln Sch,-)ol will close only on vatic 31 holii):lys.

instructional progi'din and/or staff ch...\-elophicat act it it

a;111010,0 Ourihi. the ctirciit 1).C. "sell(A

(.2111.1A ;;IS H. in:1 IOC

11-;1 :!rt Irtvn :3r1:03 .-[(11 0.1 1.._,q1C(.1 the I, v.('1 :11:(1

of 1;nai.;,.iit(' cd 01);:,.ivon.:e (If "t;cliocd
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e Profelotn.l per:-;onnel iJot be re(idirc: to "supervir;e" duriH;

lunch period-. Community veluners, frivalwotssionals, and

studoot help,L,rs will pevform Profe`Hion;t1

and paraprofe5sional per:70nncl are encouragcci to out lunch with

the children and thus provide an opportunity to share social

and informal expc-r!cnees.

e The sta.f. must include personnol with one or more specialities

(ac(luired &flier though academic preparation or specific work

experience). All of the specialities listed bolow must be

represented among stuff capabilities.

Language Art

Mathelultics

Art *

Music*

Bchavioral 11 la nagcmeat

Preschool

Science

Social Seici,ee

Eurli\

Shop*

Physic:11 Educat ion

Spec:I:11 Education :1

Lanf.cua( Ocvdrvolvilt tlio c.,cl,00lj

1114r, ;n: lIPI;tti(J:i;

.4111,r)I Lid In i'.(40 a.rc ck,;o1;(r ::1;01 taenl!:cr:;,
in1{1 .H1.1;.,c. 11,11114, \yid' 11-,11,0)-:il)ilii.y to in:.1 tict ii1 nil :-,ithicc.1
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1

F

The o4;.wizalion of the staff nInLi. be :.,nch that tl,ese spee:d Shilla

can he applied to the lettru;n;.:,- need.-i of all the ehilci..en. This can tale place directly

in the form of instruction, tutorin;, prescription, etc., or indirectly as when ono

staff member serves as a com:qultant and resooxce person to another staff member.

Organizational constraints include:

o The ratio of students to profe;;siet,a1 may V rry throv.-

out the day bat in no ense will exceed 70:1 during :n:Ityuction.

It should be noted that during the time when there arc large

classes great reliance will be placed on self- instructional

materials, paraprofessional personnel, student helpers for

scoring and data collection, etc.

o The ratio of studento to professional personnel should not be

lower than 20:1. The reason for this constraint involves more

than mere eco.-.erny. Individualized instruction not only

permits, but indeed attempts to develop independence and a...:21f

reliance on the part of children. An environment that provides

"too m:my" teaellprs from witom directions ar.d a:.;,ist:,nee can

be obtained is not an ci.virooment that is responsive to cl-.'11.1ren's

real needs. This does not rnean that children will Iltver receive,

intense, individanli:..ed attention by teachers. In fact,

1.1(411 attention to lZII;(N pl:TC

in0e0 corn 01)1 to be more direktly focused on a

problems tint i i the ca,:c with the tra,Ue.tal elas;--zcoola. How-

ever, the ((I-let:lio-1;d Favinkmm..nt nti;::..1. be ::11,.11 that Ile child
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periie;ves it to re, T,-i!,,1 expliei, lic,ccm. 'rho

child sen,,e the vital in Monti ry.ing

learning difficulties, indecnr7,01-!tly tr3ing lo solve them using

an increasing variety of tools, and then, if necess:wy, re(illeqing

assistance from a tucher. This is one very important. aim of

the design of the Fort Lincoln School.

2, 5, 2 Staff Plan Exhibits

2. 5. 2. 1 Summary of Personnel

Figure 2-5 presents the number of staff personnel by stage

assignment and salary level. It will be noted that Idininistrative personnel are

included in the professional staff since they particirlto in instructing, prescribing,

and planning for the needs of individual stud,: Al::.

2. 5.2. 2 Distribtdion of Professional SpecialLi(.s

Fil,,ure 2 -G presents the distrilnition of instructional spccialtic.;

by stage mid salary level. This distel'oution reflects the expected require .cats of

children in each sta;;e. Personnel will ork primarily with children in the assined

stage but will be available as c-Insultrlts to teachers on individual problen,:s with

children of other stages. In the Fort. Linroln Seh.,01, speclalL,:ed L:lov,lecl;;.c.' can bc

brought to bear upDn ildk as in a of ways. I'or examplc,

teacher with special education ti ininl; is shwyn Stn,:i. 11.

llov,-evel, this teacher ma' re;pousi.,de foe rorH-,nally so.enal e'lildn(

from °Hirt' whr,:e dietatc arch

1. 10, for a dr_criptio.i of the role of n(,,,,f:(o), iti...1-

ja in spii;11 in n' hclp .41:, of



Assigrimer:1 0.4 Perloneel
by El a gv and S'01:iry

Salary

Stage No.
No. of Stud.

Stage I
175

Stage II
235

Stage III-IN
290

Ado in.
Secy.

12
14

* Note that admini:-AciliVC
thus these ratios

Level
15,500 - 11,200 - 10,700 - 6,0M - 5,400 -
10,200 15,500 14,300 10,700 0,000

I II III IV V StiA/Prof

391'

30*

ice:?:; aril

stuvA,

222

3

4

2

3

4

4

25

23 14

2 Sce'y - Typists 18 Teachers
TetIchin:4 Ass'ts ri Adrohi.
Paraprofcssionals + 23 Proleslicnals .=-. 37 Total Stair

pr,'1%,-;01111i:1 part icipale in th,..e in:-.,t1.11:lienal

are lower tIrm

it: 2-5

2-57



15, 500-113, 300

by St.:1;,,e tnd i Levi.]

14,300-15,500 10,700-14,300
11* 111

o Preschool

o Eurhythmics

o Spce. Educ.
o Rending
o Math

o Math
o SILT
o Science
o SpC.C.

0
0
0

0
0

8, 000-10, 700
Iv

o Math

o Lang. Dove].

o Art
o

o Human
Relations

o Soc. Sci.
o Phys. Ed.
o Lang. Arts

14

Profe.asionals

9

5,400-6,000
V

0
0
0

0

0

0

0
0

0

0

0

11

14
Pa r:-yrofcs-siu a oi:z

;-pociatty not
11aster Teacher selected for possible irl\ .ineeinunt on fln ii of porfoileark.'c
seliool. na 1.evi1 2 pw:illow. first

Stage I

Singe 11

Stage Ii.

Toti!ls

00



eldliircn. This help may coil. -:it,1 of interpretin,:, tost data,

for, rcviev,.ing

use of special currieultuil IllatcrLiis, etc.

2. 5. 2. 3 Staff Schedule

Figure::, 2-7, 2-8, and 2-9 display staff tu_.;:igninettU--: that

mip;ht be made to cover an ct:,smilcd distrilanion of sto:l..,nt attend:Ince require»elts.

1 The assumed ;.-tncimt requirements are shown in Figure 2-10. The rationale fur

this schedule is given below.

We begin hr assuming that approximately 10 percent of the

student popukition Will (I Jose to attend 5.celtool en a Tuesday through Saturd;:y

schedule, (see Figure 2-10). The remaining 00 percent will attend Monday

Friday. In addition, we assmle that, on the average, 30 percent of thc. cltildrcn

will chilLy:-:e io attend school on I'd:13' to take advaata,,,,,e of the gymna..;inn,

complete a special project, use the library, sec a special film, etc. These

asstniptions yield the studcat loads given in Fiv,ure 2-10.

Note that there are three separate types of clay:: 'Mondays, on

which 6:10 students attend school; Tue6days throu.,11 Fridays, On which 700 stud,-,1-.15

attend; and S:ittmlays, on which 280 students attend,

Usitrr; the:,e assUIL:1 i011S, VAT ATI\ L' a reatil10 staff

schedule for each type of day. This is sh,-;',mn in Fil,ures 2-7; 2 and 2-0. All

of the constraints listed in Scctioa 2.2.1 above have been met.

67
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17riila; If 11Li'
1,('\-(A)

Stwic,nt Load -- 700

Fri/

a. m.7 8 9 10 11 12 1 2 3 4 5 0 7 p. iii.

Teachers 1 1 1 1 1 18
3 3 3 3 3

8 8 8 8 8

3 3 3 3 - 3
3 3 3 3 - 3

1 4 12 5 15 11 9 II 6 3 - 3

Admin. 1 1 1 1 1

3 3 3 3 3

1 1 1 1 1 5

1 1 4 4 4 3 1 4 1 1 1

Assistants 1 1 1 1 1

4 4 4 4 4
5 5 5 5 - 5 12

1 1 1 1

1 1 1 1 -
1 5 10 1] Ii G 6 6 2 1 1 -

3 3 3 353 3 3 3 3 3 3 s

8luntccr3 5 5 5 2

Students 70 210 490 .190 490 420 560 490 21C 210 210 175

Stud/Prof 35 42 31 2G 26 30 56* 33 30 52 210 58

Stud/S1tj'i 23 21 19 1G 16 21 35 23 23 105 58

Slud/Adult 23 21 10 16 14 17 27 23 23 42 105 25

Prof Tenches f Admin.
Staff - Teachers Admin. 4- Asskl.tmts

Adults = Teachers F Admin. ± A&sistants 4 Volunteer

Min( h 12ei i0(1

Figure 2-7

2-(10
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I

I

I

1.

Ii

11

11

lI

II

Saturti:ly

Stddcnt

aon,7

Teachers 1

S 9

1 1

10

1

11

1

12 2 3 4 5 G 7 p.m.

2 2 2 2 2
1 1 1 1 - 1 4

Totnt 1 1 3 3 - 3 3 3 1 - 1

Admin. 1 1 1 1 1

Assistants 1 1 1 1 1

1 1 - 1 2

1 1 1 - 2 1 1 1 1

101 I1,crs 1 1 1 1 1 1 1 1 1 1

Voluntccrs 22 2 2

Student
Load 7 7 42 147 147 77 210 168 133 28 28

Stud/Prof 7 7 21 37 37 77* 52 56 44 28

Stud/Staff 7 4 14 29 29 77 35 33 33 28 28

Stud/Adult 7 4 14 29 21 19 26 33 33 28 2S

Prof --- 'f oachers + Admin.
Staff Teachers + Admin. + Assistants

Adults = Teachers + Admin. 4- ASsisi;intS Volt:nteers

* Lunch Period

rigt!l'e 2-8
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M
onday

SIL
tif

Sehoch.11e

Stoat

A
t

L
ou

630

a.
m

.7

8 ¶ 10 11

12 1 2 3 4 5 G 7 p.m
,

T
eachers

1 1.

1 1 1

2 2 2 2 2

5 5 5 5 5 14

2 2 2 2 2

1 1 1 1 1

3 3 3 3 3

0 3 8 L
O

10 2 9 11 6 4 4 3

A
dm

in.

1 1 1 1 1

2 2 2

-

2 2

1 1 1 1 1

1 3 3 3 1 3 3 1 1

A
ssistants

2 2 2 2 2

2 2 2 2 2

3 3 3 3 3 10

3 3 3 3

2 4 7 7 7 2 3 6 3 3 3 3

3

-

3 3 2 25

H
elpers

2 2 2 2 2 1

3

V
olunteers

3 3 3

Student
L

oad

63 189

441

441

411

378

501

441

189

189

189

15S

Stud/Prof

63 17 40 34

34 11.6*

42 32 27 3S 47 53

stud

/Staff

21 24 25 22 22 76 34 22 19 21 27 26

Stud/A
dult

21 24 25 22 19 47 28 22 19 24 27 26

Prof

=

T
eachers

+ A
dm

in.

Stoll

- T
eachers

+ A
dm

in.

4-
A

ssist:ints

A
dults

=

T
eachers

+ A
dm

in.

+ A
ssistants

4 V
olm

itects

1,iinel

Period

Figure

2-9

9-6'2
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Assumed r..tud.nt Loads by Day of tilt,. Week

100

80

GO

40

20

JO

0

S

Student
Load

N =100

630 700 700 700 700 2S0'.

* Of these, 70 attending* on Saturday in lieu of weekday and `1.10 attending
as "extracurricular" activity.

12`1gu re 2-10

71
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Finally, the effe:2i:-; of student vacations un staff vacation

schedules are considered. Figure 2-11 shows the z.ssumed distt.;l_nition of desired

student vacations. For purposes of simple illustration, most of the vacations are

shown as being continuous, (i.e., each child is on vacation for two successive

months). Ten percent of the students are as taking split vacations, one

month at Easter and one month at Christmas. The resulting stuaemt loads are

also shown in Figure 2-11. Figure 2-12 shows our assumptions :,bout the distri-

bution of vacation tiines that will be desired by the staff. While these are assump-

tions, they were made independently of the student distributions. Figure 2-13

shows the resulting loads and the ratio of students to professional star (teachers,

administrators, and assistants). These are believed to be re!-,sonable.

The above simplified illustration has ignored any consideration

of maintaining n balance of personnel types during vacation periods (i.e.. teachers,

administrators, and assistants). Lihewise, scheduling constraints caused by the

desire to maintain a balance of professional specialties and the desire to coordinate

the vac. ons of individual children and (heir advisors so as to maintain continuity

have been ignored. These considerations can only be factored in at the time that

vacation sAections have hem made by children (generally two month:, advance

NMI be required).

One final factor (hat might lead to questions is that of absences. It is

believed that the individualized instruction system designed fur the Fort Lincoln

School will accommodate normal absence patterns (both on the part of children as

well as staff) witho u.I. recourse to substitute personnel. hl the event of extended or

mass absences, substitute pc.rsonnel can be reMincd %vitt' overlime

72



required Cron.) thL: regular staff (10 laid fo). Sithstitute .onn'l will take

over the 1)12 of or:sisting children with instrnciinnal qnestion, tutoring, and

group instruction %hile the regulno staff continueu the rules or planning and

prescribing.
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r.

11

II

11

I

I)

11

1

11

J F

Pelcent of SLudcots no V;Ication
by Month

(Each tstuda tat:inp., two months of vacation)

40

30

20 `f,

*
10

1 J 0
A M J A S 0 1)

Student
Loads 700 700 G30 700 500 350 280 420 630 700 700 630

* lOrk of student Lod), for one month. (hypothetically these are the
same 70 student*.)

Figure 2-11
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30

20

10

7,1

Staff On 11:1. ion

M A M
L

J J A S 0
-J

N D

33 35 32 35 35 33 24 25 33 35 33
Staff on Hand

N = 35

Figure 2-12
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Stff
Oft

Hand

50

40

30

20

30

Numhor of Si;..(f and
in Se Iwo] 1:,. Month

N ---- 35 Total Staff (excludes 2 scey's)
Note: Student load and stall on hand are plotted on different scales.

J F 111 A M J J A S 0 N D

Stucl/
Staff 21 20 20 20 16 11 12 17 19 20 21 20

Key' students on hand
--- Staff available Figure 2-1:1

2 -04

?00

675

GOO

525

Stud mt.
450 Loaf

375

300

150

75
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L

the vacations of Lidividu.:1 children and their ziciviL:ors :30 as to nv,hihtin con; Nulty

have been ignored. These eorFlifleration can only be factored in at the time thct

vacation selections 11:Ne been made by children (generally two moyths advance

notice will be erquired).

One final factor that might lead to questions is that of absences.

It is believed that the individualized instruction system designed for the Fort

Lincoln Sehocl will accommodate normal absence patterns (both on Ie part of

children as well as staff) without recourse to substitute personnel. In the event

of extended or mass absences, substitute personnel can be retained with perhaps

some overtime required from the regular staff (to be paid for). Substitute

personnel take over the role of assisting children with instructional q.lestiens,

tutoring, and group instruction vhile the regular staff continues the roles of

pLuming anti prescribing.

77
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2.6 lteeruili-ueat

2, 0.1 Crit.er

Since the Fort Lincoln New Town Sclir.:ol will he a new entity, certain

ree ruitme!lt criteria mus'.. be addressed, Theso criteria incleCe the folio,ving:

o That recruitment begin at least one year before the opening

of the school to ensure sufficient timo for interviews,

observations, reviews by various groups involved;

That recruitment personnel have at their disposal the

criteria for staff selection;

o That staff be brought on board in time for the Phase I

Staff Development program;

o That recruitment procedures grow out of the eombinc.d

criteria generated by the Planner,;, the :';pucial Projects

Division of D. C. Public Schools, the FLNT emnrnunily,

and the Interim Education Committee;

o That recruitment const.aints gcner.-tiLd the Special

Projects Division nod the FLNT eommuni;y he ;n the posses-

sion of recruitment personnel before recruitment begins;

o That staff to be recruited should be esp-.;cially sensitive

to FLNT area needs and expeetNtion3;

o Tint the I). C. Public Schools provide up to 50 percent Of

those working in the first Fort I,ie, oln School;

o That, where possible, support slaff (costodi::1, mth,detrtnce,

dietician) reside., in the ELNT area;
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o That p,:,rson!.1 (Plan ficat ions and expericice 1) con-

sidered as important ;;; the education ;l qualification:;

of prospective staff. is specified in Section1.5.1

of the Community Participation Plan.)

o That volunteers, resource person,.:.1, 1.:CI consultants

be recruited througb a process similar to tb::.t for full--

time siaff.

2.6.2 Sources of Personacl

2.6.2.1 D. C. Schools

As specified earlier, up to 50 percent of the full-time staff

for the new Fort Lincoln School will be sought from the D, C. Schools. This

implies that teachers now working in the D. C. Schools who are eligible for

transfer may wish to transfer to the Fort Lincoln School and should have the

opirtunity to do so. The Special Projects Division will he able to negotiate

transfers and any administrative changes necessary in order to comply with

D. C. transfer regulations. However, those teachers who wish to transfer

must be conducted through the same screening procedures faced by candidates

from outside the D. C. Public School System.

2.6,2.2 Immediate Coinmunity

In addition to those candidates sought within the D. C. Schools,

candidates from the immediate FI,N arca be encouraged to apply to teach

and to act as additional resources within the school setting.

79
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Student helpers gill also be recruited to assist the staff. It

is expected that they will be paid F,'T 1. 50 per hour. The Pertxnnel Subconm,7ttec of

the I. E. C. * and the Implementing Agent will noel out the details of recruiting and

selecting these students.

2.6. 2. 3 Washington, D. C. Metropolitan Area

The Washington, D.C. Metropolitan area will act as a further

resource of prospective candidates and should be canvassed for appropriate personnel.

2. 6. 2. 4 Other

Some service oriented groups and agencies will he contacted

for recruiting staff, including:

Local and nationwide universities.

o Other innovative school programs.

Foreign s1 stems that specialize in innovative and individ-

ualized methods in the field of education - Leicestershive.

o Peace Cor:)s returnees.

Urban Service Corps.

National scrvice fraternities.

NEA SEAliell, Washington, D. C.

Montess -:. and other non-public school programs,

including parochial schools.

2. 6. 2. 5 Volunteers

Peinanent stall will not be able to function in the mo;,..t effective

and efficient manner wi theta assis.ance. Volunteers are needed to support the

* See Co»mumity Participatiun Phu, Section 4.5.4 (p. 4-21)
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instructional process, to create stall cohesiveness by permitting additional time

for planning, and to act as Emitablc role models for students in the school. Volun-

teers are expected to IX recruited from the PTA, I. E, C. , FLNT Council, and

other interested community groups.

Volunteers act as unofficial representatives of the community.

They should be asked to meet criteria similar to that which permanent staff

is asked to meet, with the exclusion of academic requirements.

Volunteers as...sted in the school by the Resource

Coordi; ator.

2. G. 3 Recruitment. Process

Finding the right person for a given job in the Fort Lincoln education

system is a high priority both in the context of planning and operations: planning

because no matter how well articulated, the written plan will never be carried out

effectively without the "right'' persons performing at their best; and operationally

because only the "right" persons can perceive the goals of the system and make the

best use of existing opportunities to achieve them. An important aspect of the

process of seeking the "right" persons will be the approach used by the Recruitment

Team.

A further consideration in the recruitment process is the lime spm

needed to devise a series of recruitment approaches, observations, and inter-

views. The recruitment process should be started as soon as the system, school,

and community constraints are clears- delineated.

The interview.process involves a consideration of objectives, criteria,

constraints, etc. , leading to It' selection of the "right" persons and to the eventual

development of a creative, cohesive staff in the first Fort Lincoln

2-*/
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o Deeruitment 'ream

The ileeruitinent Team will be composed of representatives

of the Ceneral Learning Fort Lincoln Project Team, the

Special Projects Division, the 1). C. school:, Personae] Office,

and the I. E. C. The function of the Team \vitt be to ensure

that there is a plentiful supply of highly qualified potential

candidates available from which to select the school staff.

This will require preparing and disseminating recruitment

materials, follow-up interviews, screening, orientation,

and consultation during selection and training.

The Recruitment Team must have at its disposal clearly

defined criteria for selection of staff. The Team must be

experienced in detecting certain individual characteristics

of people and in judging individual behavior in a groupcont eNt.

In addition, it will he necessary to visualize the staff at

various points in time, i. e. , preservice, beginning operations,

mid-operations, first year end, second year beginning.

o School Mimi, ':,tration

The Thrt Lincoln School administration (Special Pr ejects

Division) will screen prospective staff members in relation

to selection criteria. In addition, it will cooperate with the

FLNT community and the recruitment staff as outlined iii

Process for Agreement. The I). C. school administration

will effect transfers from within the system and v; ill utilize

the criteria for selection us listed 'n this report.

82
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O Co171111unit2,'

The 1. D. C. Personnel subcommittee will screen prospec-

tive staff membcrs, personal qualifications.

Screening instruments will include observations, interviews,

and application forms.

2. 6. 3.1 Compilation of Staff Profiles for Prescriptive Purposes

During the recruitment and selection process, initial profiles

of potential staff members will be developed which can be used to prescribe addi-

tional training and/or orientation during the preservice period. The profiles need

not be lengthy, but should be accurate and easy to read for pertinent information.

An example of this need follows:

A highly skilled teacher will be hired. This teacher

is acceptable, but has 'tittle experience in responding

to community needs. Her profile indicates that she should

participate in the Phase I Staff Development program,

and that an in-service experience may not be called for

if the preservice experience is successful.

The staff profiles will be similar in many ways to st,ident

profiles. As student profiles are a required part of the development of a student's

growth, profiles of teachers will be used to plan a teacher's pre- and in-service

training, assist the teacher in self-evaluation, provide a record of growth for

peer evaluation, and provide a record of teacher-student interaction. Prescrip!ions

thus formulated will be soundly derived and will form a firm base for fniure pla,m1;r;.

Profiles in the recruitment stn, ;e will necessarily be sketchy,

but a process will be started that is cnu useful and can be expanded over a

period of time. A smnple profile andprescription nu e shown on the followiir; pages,

2-75 83
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DInECTIGS: !lead each item and place a check in Ole column th-t anilies to you.

1. 1 Arrt:selC11 THE WT1G CHILD A
TPOVG!! FITS DEWLOPENWL LT

a. Study of his physical

b. Study of his emotional d

c. Stir of his social devc

d. Study of his intellectun

2. J APPROf.CIt ITE YOUNr;.(1!?7,1,D A

TnItouv. 111.5 cEnERAL rovNion

a. Study of the child in ne

b. Study or his cocial situ
school

c. Study of his rQ14tions t
school situation

d. Study of his sou'.
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3. I APPROACq TUC CAILD AS A LI-APER
TirOUCH ro73Tpccq I11 HU INDIVIDUAL
INVr.NTORY:

a. Ilealth records

b. Achicv=;::t r,:corJ3

c. thility test information

d. Anecdotal records

e. Social/fmily histon,

1

V

[
f. Psycl,ological recore, r

i

Q. Audio-video retorts
);(

;

h. Studylv:1 conference reports

1. Reports of daily cic.svorl, k--

i

i

a. Parents and family )(..._

c. Cui&nco/psych,loO /1'cal spccialists
i

d. Administrative per.;. nnel /

4. I .17'PPOACH TIM NUJ) Ac A LEAFrlin
moucr CONSULTATIM IzEtiO!JRCE

PTTS(TizNEL:

b. Fellov teachers
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Meta 4 cont'd)

e. Comnlunity agency personnel.

f. Social caseworl:ers

g. Health specialists

5. I MACE T1,T INDIVIDUALIZED
BY PnACTICIIIG TIE FDLLM11C:

a. Vriting instructional objec
in behavioral terms

b. Pre-assessing the child's p
toward objectives

c. Determining the student's 1
style

d. Preparing individurl preser
of lenrning nctivitirs

e. Rotestin;: to determine his
in perfor7once

G. I ADAPT r! INDIVIDUAL TEACH1M
TOE 7:EOUIPMENTS OF TUE IrDiviD
IM SITUATIO1 fly THE FOLIP!IIIC:

n. PAjusting the directness or
indirectne3s of influence t
I exert on the loarninl sit

b. odifyinf; my deF;ro.! of fora

mnna0n); el:Is:7room nctiviti

c. the de-!roe of per

involvent I exercise in t
pupil relationlap .
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I
(Item 6 cont'd)

d. Adapting the intensity
of media and sti,c,uli I c-Igloy 4(

e. l!odifying the concreteness-ebstrac-:
tion le,-.21 of operations

7. I PPEPART: THE EV/IP.O:P.cITT FOR

THE DAILY CirnICI1L111 MDIFICATIO!IS
OF TEE POLLOT.!IN(1:

H

H

H

H

a. Arranging furniture

h. Arranging displays

//c. i'\rranging use of learning spaces.

d. activitieq i/C

c. ScheAulin activities

f. Pacing nctivitiel /(/

g. Using largc-rour, activities

h. Using s-.7a11-group activitie-

i. Using indepen4ent activities

j. Usinr stud..:nt - centercd nctivities

k. Using teacher - directed actiities

I. Arr:,n,.;in:t conditions for pupil;

acces9ibility to materialr

n. condition,t for teacher
efficiency
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(Tters. 7 cont'd)

n. Arraivin(A conditions for safety....,

o. Arran ring conditions for freedom of
construcCve movement

p. Arranging conditions for pupil self
direction in learning

q. Arranins, conditions for multi-age

r. Arran3ing conditions for utilizatio:
of human resources
(1) Paraprofessionals

(2) Parents

(3) Comunity resourca personnel

(4) Supervisory/administrative stn

(5) Other teacherc

(6) School specialis*s

s. Arranging conditions stimulate
specific learning
(1) Critical anllyni,

(2) Co-ouniutions

(3) 'octal internction

t. Arrnrwinl condition' for ford ti
(.valuation

n. At.rangiiw, c,-.nditionN for inform11

evaluation
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8. I UTILIZE rATErI;LF AND EQUIT"fr`IT

rim THE BOLD SPECTPU:t OF 11/LTT
t!EDI,',:

a. Film strip projection

b. Record player

c. Tape recorder

d. Film projector

e. Overhead projectr

f. Listening stations

s. Langtv:r4e master

Ii. Opaque projector

i. Controlled reader

j. Typewriter

k. Wily; machine

l. Video-tape recorder

Ti. rAdio

n. Television

o. Micro!;core

p.

q.

r.

Slide camera
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(Tier! f1 cont'd)

k/ 'Tars

11 Globes

m/ Flat 'lief-UrPs

ni Three-dimensioas1 artifno_ts

of

pl Puzzles anfi fr,1
ti e

rl Paintf.

sl Clay

tl 17oc,A

ul Cr',yr.n

vl '3.1nd

xl pinv

YI r'11-

2

2,)

Plf,c% n'torillI

1,2 co wt -y t Lr

C=,..
LC
--1
C.)

I-4

Pol
cr:
H
%-.

H
&I
).--1

IL

It<

v.
:--:
:::T.

H
r--,.1

;,-O
C-.

E.-c
,-..,

,.::!
;.----

F-I

t-'4
'-, .

H4

F.:

E--

C.,

, :
-.-

v:
H
::-
H

F.:

C
Cl
Ha
k: 1:::

.....- ,..,

..-.

m
--,

, ._c
:1--

I- 4 tf:--

,'4

:',

H
u
Cie
C

1-4

Szi
.--,. -0

:%..

..--..

.,..

.
F 4

L:
H
t.,,
C

--;-,
r-:

Cl.-.6

F--1

..:-.

....

H

FL::

H
C.,,

H
.:

H
C.

C:

H--

al
P.:
H.

r,,
H
"..'

:c=:

P:

.

_,

H

_

,,,f------

--
.e... --

-_ . _

------
--.--

---- --

( 2



(Itcm 9 cont'd)

c2 IN'elf;ht and balance mzl.terinls.

d2 Templctes

e2 Health and nutrition matcrials

f2 Tapes and recordings

nusical instrnts

h2 Outdoor cquip-cnt

i2 rercertualtor aqt.ipmont

j2 Household tools

k2 Field tripo
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SAMPLE

STAFF DEVELOPMENT PliESCRIPTION F010.1

Name

Position

Objective

lc!, /4',1%,4:2 'er.,/," ;

cl /ik /-;

,

c 1 7 I, /1 5 //

re rpr.,(--/We.. IA
-/ c /Cal ,1 5
I n 11 , 4'..[../

Activity
Expected Date
of Conpienl pt

I. _f/4 ,/
(2-'r./

f,e'5 s'r

/144 Ad -.4 f,,,i/f57

i), /01 ' c s.

C c' < 14 / ;)!
tO 4 a.7c/ /1,4

/ .2.21 :`,./11,
.1-1.4,, I Z++, ri:/
.Sc'cre' e,

4%, .'21

Comou.nk: Arran:x with sta.,;. t ui for timetini to c,tt,..,;(1 all (14 confct.cncc in te,ft
conetructioli at Utsieisity of 'marylard 10/.23,

94



3. 2 Observation3 and Interviews

At least eight monlhs will he required to entry out pr..TFMIel

recruilment. Thr:c months NVili be requhed for approval of positions by the

Board of Education, announcement of the approved p sitions, and advertising

for these pe.;itions. Another three months will by required to observe, interview,

and screen candidates. An additional two months will be required for their

approval by the I. E. C. , school core staff. and the Board of Education, Include:1

in the last two months arc their certification and alppoii trnent.

After preliminary etmlacts have been made, observations of

prospective staff menthe; will begin with a scheduled visit to an institution which

can provide the types of stair. needed, The Recruitment Team will begin to

schedule interviews and follow -up, after which the Special Projects Division and

the Personnel Subcommittee will undertake approi:riatc screening. Referral of

prospective staff members to the D. C. Schools fcr approval, certification,

and appDintment will take place after initial contacts, visits, observations, inter-

views, screening, and approval by the Perscnnel Subf2ommittec of I, E.C. and Ile

Special Projects Appnopriaty forms Lnd seheilules r, ill be developed to

facilitate this p. Nc-c!zs. (Sec the Community Particip..tion Plan.)

2. 6. *J. :t Proce,s for l'..;ieyn.nt

The foilLwk..i; jn agecca seonlr (1( ":.:.ft';

agenoy al;rte!mn..,r,t will tal;e place.

The. Hecruitrocat Team I alT.r.,r;1 infer :a

contaels, Visity are m:tdo nd the Teant

appriea!;1;: and ICern s o b bsY \ 12 LX :110

idr:1 rCI1OU1(':1 :111' 1110 \d'in (1,) Ili t ro;,ni :T.
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Recruitment Team develops and ;;iv es pcofilc.i to the

Special Projects Di"ision and the Per;ionnel Suheom-

mittee. The Spccinl Project:.; Division selJNiules

interviews between the canclialtes and the Personnel

Subcommittee. The Pernonnel Subcommittee develops

an approved list and sends it to the Special Projects

Division, The Special Projects Division, if no dis-

agreement develops, forwards the list and accompany-

ing required documents to the Board of Fxt.rnirrs for

approval, certification, and appointment, Should a

disagreement arise, the Special Projects Division will

request a new decision from the Personnel Subcom-

mittee, If no agreement is reached, Special Projects

Division shall mediate and/or adjudicate. Figur.? 2- IA

on the following page is a diagram of this process,

2. G, 3 4 Screening

The Recruitment Team will provide initial sercenin; inputs to

the Per.:7unool Su;)eoimaittee and the Special Projects Divisioi+. Sercen!ng here is

Ir.civf. not only to climinnte undosiralIt' candid ties, but will also sorye tit further

refire Cl'if"f:fl. A:7 the 1-Crn'i:LIIC1It 0

the pi- urns will i e bettnr able to refill: their objceiivLi. SCI.Cf2nir;; 0111 IA ell

cool-di-IA(1 if the prolinthsary 11 !,%;3Ls of c.--;:l bli!diin;r. eri:erin, observing, viHtir;;-,

and inter\ are carried effic:icntly.
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Recruitment
Team

Recruitment
Teo m

Visits
Obser;es
Interviews
Develops Profiles

Profiles given to

I. E. C. Personnel'
Subcommittee and
S. P. D. /PLNT

1. E. C.

no

-Into ry icws
candidates

-Lists developed

List sent to

S. P. D.

approves
or
di ssappmves

S. P. D.
Confers
Meditate::: \vith
I. E. C.

[Flo

S. P. D. and
I. E. c,
Perso olt.!1
SUbCL.

Figure 2-1 1
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2, 7 Select ion

2, 7.1 General Criteria fur Selection

This section treats general criteria for selection in terms of staff

contributions to the Fort Lincoln First Facility education program. The essenti: 1

criteria, of course, are interest in and commitment to working with children, but it i

assumed that all potential candidates will be prescreened for these attributes. All

criteria related here pertain to personal and/or professional requirements that

future staff members should possess prior to the selection process. Applicants

need not meet all the criteria, but should be prescreened to determine if they are

capable of meeting most criteria.

Several people will be selected as alternate st::If members. This

procedure would provide a small reserve of trained people in addition to the full

staff and allow for withdrawal by anyone who decided during the program that he

did not wish to work in the Fort Lincoln Sehool. Any alternate participating the

Phase I Staff Development program but who does not remain on the Fort Lincoln

staff would be assured of a position in seine other school in the District.

2, 7, 1, 1 Openness tc Change

One of the chief charaetoristics of Fort Lincoln School staff

men-hers must be their nd,-1;.nbiIity to changing rcalair,xents. Thcref.)re, the

llecrIC`ment Team most h c!-,pcc;:illy conse!ons of thil!ze speeir-;1 peol,e who

this charteteristic Further, the Tcttn imurt seek to itl.sulif: those reple

ested in the HAT concept.

ncss to (1 rit.te :

The follo,..111;7, character exemplify it in meant Ly
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o An opennc!:-.s. to novel approac!lcs and solutions

to oduer!tiorl

An ability to project a personal desire to l(Arn,

o An ability to tolerate high levels of ambiguity

and to maintain personal stability in conflict

situations.

o Some experience in wori:ing effectively with

minority group people in or out of the field of

education.

2.7.1, 2 Skills, Strengths, au: Weaknesses

By developing the staff profiles previously outlined, the

Recruitment Team should be able to provide initial quality information to the

Persn : :nel Subcommittce and the Special Projects Division in terms of the skills,

stren:;ths, and weaknesses of prospective staff members. The infomatien Nvill

be presented to these bodies in a format which defines the level of skills, degree

of stlengths, etc. according to the natinf-.; system developed 1.)y the Recruitnicni.

Team,

Skills frill into :'pedal categories:

o Subject natter

o Ails, crafts

'FechHeal - worid\vocHP:;

o Berea rch s

o Comumity action

Some :71r41),;th3 arc:

o Ability to v..0,!: effective Iv ttith Fireilr;, r, (1.

o Ability to Ica:111(i 2(1,1111,

-91
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Some weaknesses are:

o Inability to plan ;111;.;:(1,

Evidence of 1)001.

All the shills, strengths, and eaknenscs win be entered into

the profile folder, with permission of the candidate, and will form a core of i»for-

rnation for use in individualizing Phase I Staff Development activities.

2, 7, 1, 3 Adaptivencss to Team Effort.

There are persons who work particularly well in a team setting

and these are persons that the Recruitment Team must seek. Since this character-

istic can only be letermined through observation, it is suggested that observing

candidates should be an important part of the recruitment process.

Leadership and Development Potential

It would appear that leadership qualities conflict with the notion

of team effort because all persons cannot act as leaders all of the time. In reality,

however, no teadzx acts as a Icador all of the time: he or she must also suitport

others in their effort part of the time or act in a resoni-cc capacity. Maturity

here would scern to be the di:Ainz,uishing characteristic to be sought. A mature

person (young cr old) will be able to belovc as lie situation demands, acting as

leader, a support per:0:1 or as a reitoint,:e. Matul'ity use with

exItcricnre but. this is not always the CO :te e p,,tcat;a1 for mainye

bchavio.. exists in most people attl. the Foil. Schonl is no less a trainiry,

ground than Any Wm- in 111,. Unitcd State: ;. 'therefore, qualities of

and team \void: are not neettssaril:t incompatible, but inevc..1t. Irirdi..r to find. Son.,0

of tht.,:;c qualities
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e Ability to take the initiative in solving

education pcoldrut.

o lo geoerato incentives fur N'OT

involvement in :xhoel activities.

e Capacity to remain attuned to the individual

needs of studellts.

2.7. 1, f Recruitntent Follow-On

Recruitment NVill continue under the direction of the Fort Lincoln

Progrom Director with the assistance of the Stn ft Development Coordinator after

initial staff has been appointed.

2. 7. 2 Procedurc.,;

2.7.2.1 Interim Education Committee

The Interim Education Committee will delegate the rei-,ponsibility

for screening candidates for staff positions in the FLNT system to the Personnel

atbcoromittec. Procedures clecribcd in Section 2.6.3. shall be followed.

2.7.2.2 Certification

The rcirular procedures o! the D. C. Board of Education for

certification \rill be fellowerl after proper approval by the FLx.r. community and

the Special Projects Division.

2. 7. 2. 3 Appointment

The re;,;u1.1r proced.wts of the I). C. Board of Edur...ttion fr,r

appoiolincr,t 'ill he foll,vccl after proper by the EI,NT eenthumity Quirt 11

Sp ci i1 Pi-oitt3
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2. 7. 2. 4 liking :Lad Phase I Staff Development

Once selected, any staff members from out of town must be

relocated quiel;ly in ord::- to participate in the PiLIFIC I Staff t)evolopment program.

This implies that the Recruitment Team must be ay..e of contingency factors, such as:

Housing - location, cost, availability

o Schools - for children of staff members

co Forms - immediate application for health services, etc.

o Transportation - access to the school

o Timing - staff member advised as to best moving time

o Reproduction - of materials needed by staff member

The housing and school problems NOD be handled by the Recruit-

ment Team, the Interim Fdueation Committee, and the Special Projects Division.

After the hiring has been completed, the Phase I Staff Develop-

ment program will begin. Some hiring activities \\Al continue, however. The

Recruitment Team will have mainly a support function during this phase. A

Recruitment Team member should be included in the Phase I Staff Development

program, not only to assist in resolving persc,TIal problems of staff mcml)ers, but

to stay attuned to pos;:ible personnel needs for the pr, sent arc] the future. It is

suggested th:it the Reeruitme;A Tram men;hca. he ;ill-wed to circulate frcely daring

the Star DC.VCI0::Mert siuna anl to 11.; on call if iicLdk-d. Shouirl a 1,,,v; st%rc

/nem/Air decide Ihat they d.; m)t want to remain at the school, rephzeements will

have to be procured it-n:110(11.110y.
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2. 7.2. 5 Resumes°

An updated resume file will he maintained by the Personnel

Subconmittec of the Interbil Education Committee and be available to the

Fort Lincoln School administration. Thin file, begun by the Recruitment Team

and containing summary biographies, will he turnod over by the Recruitment

Team to the Personnel Subcommittee.

103



F

2. S IFThtlP )

An ccincaonal sicn h:m the basic responsliAliiy to protect its

clients against inconircton, -a it also has a higher order responsibility to provide

the e»Vironincat and opportunity for each individual staff member that it has judged

comytent to rcaliP,:e and inm;imize 11L--; potential contribution to the central task of

the system -- instruction. A systom is only as good as the people who operate

it -- and the people who operate it are often only as good as the system allows.

As used here, staff development refers to all of those activities

considered essential to preparini;, maintaining. and developing a profieicnt staff

for the Fort Lincoln First Facility.

The importance of staff deg :n the Fort Liae, :. sys-

tem can not be overrated. This be a brand ncr staff in a brand

with a brand now program. The theories, structure, and ph-limed ohio,..;:-,cs of the

System diffey iflensilv frolu the thCerieS,

ally ilaplen.f.:-.fed in ecl:caUc,ncl facilities throagh,Jut country. Ac t ince. no

group of pcople can he located who are fully trained and pn..p-ired

this type if sy.,tem. Air ,, since the system is desoil to remdo ro..

adaptation, and vs i.ntun, shifts of roles and

sition of new ca,.:.1)ilit:. 2 among- the slarf will be dcnianded. The Fl L vc1-

opment pro;ran.-1 must bLiIu 1);:fore school (Phase 3) and inert ! inc I

as an irie/;r.0 pa r: of :e11,,:d croratiors 1311;1::e I i :01 I:

unnail "riC 1);:111,1; a H It it H r, the :,l)M,n;..

it Ic; an e 01 a. :i oppori...;!ic.; to ,tv II ;;

,d of 11,e

1.04
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As in the edouHion pr,..;',,ram for the sttal,..,ni;;, the IKisie ilmut. of

the Staff Developm,,-11; pi ogrAl,) s until Lu in de;;.riniLe and me. the neeL: and

intereMs of the staff membe,:s en an im'Avidunlized ba-3is. The same knotyleke

and skills will not Ice regal Hd for eve v: position, and time people hi roil Inc the some

type of position vill vary in knowleJe, skills, and ey.perience. As the studonts

begin to respond to the educational program accord!ng to 11.;:ir abilities and inter-

ests, the instructional staff will discover skill and subject-molter areas in which

they need farther training. Assistance will be provided to the staff in terms of

time and resources so that they ear, pursue their professional nued:i, but primary

responsibility will lie with each of ti:orn for diagnosing and specifyir.{; those necd.3.

Like thf: studcsnts. each of the staff membr:fs should have a folder containin in'joi-

mation and rceord relating to staff development activities. The first entry in the

folder should lc., the profile of professional strcn:$1..: and v.-eni7oc.;.;es is pre-

pared in row:Illation with the staff rne....1.2.1. at I.e time he is hirt.d. (See Ilcort!:t-

ment. Section 2.6.3.1.) This profile should he the first step in fr.cilitating the ini3:-

vidualination of th.: Staff D,Jvelopment pi-ograin, It should h used in ii a o

seleelin:4, and C!?vising appt-oprirCe leavnin fur Pill:se I. the two-m`)I-Alt

perie:: prior to ihe opcnin:; of the Fin,1 Facility and should be mu

fls th,) staff member particii- in program offering..; C:row;1.7mt his t(au)e.

An important frin,:;c benefit of indi.,.'iclktalisihg lie ttaff 1)volnilmer,t

progi-alo -.11:-,ul(11..,e the it of a stall c-ilpaihv for and into the

mmcl m'men1.3 and rev..:11,'.; lie exv;i:1[..n

ii of inHriclit.:1.
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2. S. 1 Ph;1:-:0 I

An intnsi% (2. orie:Itution, truildn;;, and phulning program involving

all pros2)(.->ctive staff members of the Fort Linc.oln rot. Facility should begin tv:o

months before the opening of the soiionl. Experience has slicv.'n that without ad,:quate

staff pri.rution the implenionlation of aim new (2,11cational teehnive or prograin

is bound to be unsuccessful. Many of ;Lc Instr.wtic1:-41 me:hock, materials, and

equipment in the 50,1);)01 Will be unfamiliar to mf.,ny of the staff members. If they

are to be used effuetively.the staff must be thorothly skilled and confidc%t in their

ability to use theca. The staff rnemb;n's will nced to become requainted with the

people of the community, thc i±;structional resourco offered by the cormrunity,

and the sclioor commn'illy pro'grlin that is planned for Fort Lincoln. On the assunT-

tion that pcole arc more conmitted to a program they have partieiv:ted in C.,2-.112;:1-

ing, mar.y of the educanor-.,1 procedures, school policies, and still' responbibiliiie's

have bern cle:Al.;ned to staff seine flexibility in their imp,:nh'mentatic.:1. Con-

sidrable Ph1:2.0 I will he recpir,:;1 for the st:JI: to

acqur,inted Nvith the school ant 11w pto:;ram and to those plonliin2;

pro!,::1In 0011 op.-r.-ttiGnfd d.,,si:,11 of

that Cie cltir,.: sta,1 teaditi0rc.-1 ncltions of st;,`Z roico anri

1):1Lern.,:, of 11:211;,..vior in relrt1p; to stur.lent, aPk1

The school connuuni',y as a %%hole i s eNp_cted to hceonic a funLticning team %%ill:

than a ;:.,f;e:: of :wd itiy.1!!1

frc(..t:ooH; Cle roc',

for ;.c(.1ion i71

;:;L:(1 of tl,0 ie-o)qi;;ibility for iTic

1PG



Ph,asc I of stcar (hc Hinc, R,11(.13r-vJe, and n ,:port neoe:-;-

nary to permit the individeals gathered together to become a team that recogni:a.,;;

individual strenilts and vvalcnc::: s, shares decisions and respcnsibility, plans

and compromises, and is able to tolerate the confusion, the am:lc:lies, and the

uncertainties that may accompany the early operation of the school.

Because every staff member -- secretaries and maintenance people

included -- will play an instructional role in the school and because the devil:lc:pi:ANA

of a total team concept and behavior is essential to the Fort Lincoln Edueatia:.

all adults hired to perform any function related to the operation of the school should

attend the two .lath session of orientation, tyaining, and planning,

With the addition of alternates, and maintenance staff, the nunn1n.,,.. of

staff roember:3 in the Phase 1 Staff De..cIopment prograni Will be appro.:du-lately 45,

The 35 eleven and twelve-year-olds selceted: to be stud:nt blper!-;

in the new F011001 would participate part time in the sessions. Othr.rr.

participant would inand parel;t:, volunteers, 01d tutors from the corcn:amity

education pro:!-,n,-ir Cornmunity Par:cipation Plan).

2. 8. 1. 1 Objective:;, Content, and

The overall p,o-dosc of PhiaL:e I of tlx taIf Co\ clepsnesi

pro,-,ram is to prepare the ab,t.f a_ r,(1 personnel to implomcni the sch,-1

prora,n. The trisic abjec!ivc:: of the p:ogr;m1 should 11:::

o To pruviiic each tra;.lee with the inforins.tion :uic;

he IA cd:; to perform r'cot;vely on r,.;.1 .be1' et' ,1

;zee ro co. 'ea nt. ,-;«tiou 2. t;, 2. 2
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I

I

I

educational team coatel nod ,xith the develeim,r:111 and

implementation of the innovative cduc;:tional

and techniques of the rorf Lincoln St-hook

o .fo develop v,ori;ing relalionship which are open, posi-

tive, mutually supportive, and non-hierarchical. (This

will depend on the development of an accurate perception

of strengths, weaknesses, expected contrihutions. and

lleCeS2:11' shifts of attitudes of onesaelf and one's fellow

workers.)

o To involve each trainee in the doeisicn-mal;ing proe:,3

regarding open Iti)g conditions and policies to prevail in

the school.

The St,tff Developworl. Ceordinaior for the First FaLility

should fnntion as the training pro yam dircetrw. lie should this

01, Ts1aych 1, bist;innin:,. the detailed planning of e-arriculunl, rrctliod3, and

activities appropriate for the personnel bile(' for tie FirA Facility. A full-time

trftioing staff should start won. Ili.; at le: it two months Ueforc: pro;ram

begit The core :Anfi should sp:einlist. in instl'UO 211

C}:peri, in behavioral fuann:';-neat In E0iii1;--; similar to the Port Lii.coln

group process trainer, and a coordinator to train voln.lteers,

and stue.,:nt help;-:s. The core sta7f inz sou1.0 not only be experts in Ih_ir

c:Ocn:lvo

, :Ton 11.0

v.i111;n, pro11,4,;o,(1:-Lt,-IC to trlin

108
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Coordinator ;1,.)1.11:11-Kt able to ,...;tl; with the sinff on hr cf tavailahlo aLLIii),,'nm;)1

equijmntat and mnierial:...; the readin; specialist Ltliould be able to ex )1ain ad ilincictn-

strate the use of ,.-tlectictd reading corrieultLin rnaterials to other staff lnernl.ters, etc.

UsinL; the behavioral objectives for the various positions and the profiles of the inCi-

vidual staff rnerobirs as poids of dc,parture, the training staff will select or devise

appropriate learning activities and criterion tests anC, con act appropriate consul-

tant sttff.

Consultt-nt help will be rerjuircd for short periods of time

to cover specific content or skill nceth.; (e. g. , integration of aead..i-nie games into

the curriculum, learning theory, reinforcement psychology, cliat,;nostic technology).

Considering the charaeteriMicts of the First Facility crinea-

lion program and the elijcetives of the prt-...tt,ervice prootatu, the coal cat of tik? Phat.;e

I Staff flex elopment program sl:ctule 1 a focused en the follov,ring 1 i-,ad topics:

o The P1 NT and tittthriftt llopulation -- seeiolcnp

and c tonwnies of the r,.-ommunityt, achicvetnctat cod ci:ra-

tion particularly i i regard to cclueition. (TleFolnek;s:

Definition fin,701:s, community spa.l!ter,-, ancl

let.ers.)

o Edaeatiottal iilo ojiLv cr t1C Fort T.iuccir Sell --

discussion of r.-ttiontile for this 1:is,(1 of school in this ;:etting

at tills point in tine: !-or

and Flu( 4..11; a 1%7, ftk.'' 1). C. etOLi

1 n: iopiesert;iti.etit, crIn,outrnity

109



I.

o The 1). C. Sr.hool VtOUl -- of eclec.atien and

the isitic,n and mirdionjliP cf 11. F it Lincoln School to

the overall sysiom.

o The Toa,horls Union cw)trnot 0pecit1

provisions z,:pplying- to Fort Lincoln School and right:3

and obli(..F;ations of school still.; members in the Union.

O IndividnalL:cd instruction -- overview or history and

approaches with spoeinl attentio.1 to individualized instruc-

tion, behavioral objectives, ciosis and

use of materials,

Orgfn:izational :;ti.ucture, onri opL'rating procc%nre,-; --

role and relltionship implications of chfrcii1 7,:JeLl.

staffing aid use of volul)ftei-s and sted.:nt

and ways to develop cooperntion and re:.dco an.,ong

cominunicat!on channf21s; adminkrive resp;.n-

sibilities cod proc.ed.ly.cs.

epportnniiios, inpihcat c..;

eropha-,i;; on inquiry and di.-;covery ratl.or

lion and drill as the api.rench to loan' ii in; of

objeeti% es and curriculum; r.pcoird nctivitie3 aid ti.c1)11i-

qn:-.,.3 foe vccok:,n12itv,; and tc.a.C.:liv, to nec.,1; of :;1.1..:(1,_!1`.:

\\III) 11 .,11,,;

O Po' -01)rcc.: -- C.1-

'1111111.; tTi7...1 di i1h rryAvyl,}1.,,

2-10.2
11(
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I

I.

1

C(Ill;p1r1Ctli Of 11011Y;e1)001 ptopl,, Old

front Vic ne:11 ;G;c1 lar;;.t.A.

resources.

-- discussion of goals, areas,

and techniques of evaluating various aspects of the Fort

Lincoln School operation; ncce;-3sity of conIinuous adapta-

tion and revision of program based on evaluation.

Within these broad content areas there are certain skills

thri the stuff will need to acquire of CICVCICi):

o Ability to cope with feelings about one's own_ limitations,

one's need to be liked, and to be approved by pupils and

peers; to deal with feelingn of infer', ,rite and insecurity:

to deal with feelings of suspicion and fear of pupils,

parents, ard supci fors; to how one's bAavior and

ColitiCRInical.ion are affecting otliefs Loy: to

modify both v,lion or.: desir,i's to.

o Ability to communiccito effectively \sith stud: its,

eornaity, and pa,:1-3.

O Ability to to:,t and stud-Jilts nl, I) ;Ivi»!.,

and interests.

O AHlity to Kesel ',be appropriate cd,it..i.:enal aotivitis.

o Abi lity to ore:Ito learning env 1

o Ability to evaluate and stud_nt ;;nil ;:laff

p 11,i1:ille ;five rk

111
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o Ability to coo ;Ind

o Ability to implement, ad;;1,1., and develp eurrieubun.

o Ability to construct simple re:-7carch design.

o Ability to ev,-Iluate one's ov,.'n porfor:linice and to accept

evaluation front others (stuE7c:nits, peers, community,

supervisors).

2. 8.1. 2 Methods

Throughout the training program the trainees should be

grouped in a variety of was in order to take advantage of progrrm offerings speci-

fically related to inclividul or jroup needs. Bicau.-2e all staff people ',yin play

instructional roles, because administrative fuiietion5 -v.11 be di;;porsed and dc,cen-

trall-,:cd, and because of the basic team approach tll plm airg, all. trainees will at

one time or anotht r he involved in a training or planning group with all other traii.ces.

Sug-gested groups and er.:aroples of t11,2ir activities follmv:

O By st di.,..cu.:4;ioo of lcar;ling characteristics of a;:;(?

range ec,vercd by the stage: assignmot,1 of resr7yri:;ii)ilitien

within the stare.

lly Ezr')icetyr2.1tt'r readiir,; sp,,:oLlkt c:cpiores curricu-

lum alternatives for incolk.; ohji;.(.:tive-; and (I2mon:.,ti:,tc,,

their u;.e; offer;; :,111:gc:,tic.ns and necoannt.m1:1tions

stagcs.

O 1_11' role - kat'. rs and ci.orrlinatur.; wo!,

to s (It c ra 'am rimy.: ion:7,
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-- involvcd iti record l.eeping ao(i

flow of inFurly.ation n rLdaled in in-t ruction rev:ow and

practice proecJires,

o Tot?Lgreop -- orientation sessions v.'ith planr,crs and

community representatives.

At any time these groups may include auniliary personnel

such as volunteers, tutors, and stuck% t helpers, as scheduled ')y the coordinator of

their training activities. Paraprofessionals and maintenance staff should have

special sessions to plan their activitir:s and to acquire shills they will need to piny

instroctional roles.

Alidway into the program the trainee should form task

forces by st.ge, Operatic Team,and Administrative Team in order to accqwnplisli

specific jobs to be done to begin effective operation of the school on openirg day.

Examples of tnshs to be performed includ

o ecuipmeot and space v.ithi n the schonl

Student and sarf schedulb.sg

Ordering sul'plenlenlary suppl;as and c;:inipreL'1-

o Itevisin:; for:r.s

e Est:0; li,:hine; pears of rcpc,rtin:; to sIndents, parents,

community, and other echicationnl inMitutiol;s.

o Developing .,1,:rdioachc:-; and In:Jeri:Its for comnomity

education pro;;r;-tm:s,

o Conl;I:nii,; to in(':.., euvricidIA.1 n,:-If er:;,1, to oil.. e:;

O a11,1

intoi
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At 1;,, tinw, kilmr; shoJld f7 rcpre;;,otativcm

The tusL force portion of the program 51;111hIprok.iie the staff tie orc.ortunity to tel:t

the organizotional plan of the school, to dicic.et and we'll; out 'the "bug;" in the

plan before scheel op.:ors, and to begin d,...velopi!, the indivickull initiative and respon-

sibility encouraged by the o.rgani:,,ational plan.

A sairple of sp:eific metirmls which could be us,d in pre-

senting content and 1,-1;111 arc described below.

o It is vcalistic to eNpoet that a huge proportion of the

staff for the First Foci lily vAll not be residents of the

irnmediate FLXT coinumnity. Therefore, it is pro-

posed th;,t all staff boards with families in the FLNT

colninunity for ab 10 cloys during the training progi...rn

in order to begin to develop a sensitive undin:oi;m(ling

the com.3].;nity and the stu.leht pepulal:on which will be

served by the ech,Tca[imal far;ility. Community couae;1

members would a;;::iFlt in arrang*:1g for honsig

families would be paid for lodging) and '''cold

in group dh:cu'odom which dc.at with the eNpericuce:-; and

reaction,. of the stair to the commooity live Au.

During tho pro W1' member would ho aslsed

to part:Hp:0e in at least ooe comp. Imit'-lcnrning

gation activity to be t't_mtricillw.yl. to the

co';:::cil (for Ii!(";i1

and ce.nim:;.it2,.11lc aboL.t p[if,;1:;

114
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Li

jitv(,H1:,

offend ay.oiL.,1)1e to the s-hc,,,-,1),

0 prior to arri at i.t I he train fl site. each p%rticipant vii

be provided with a set of materials (e. g. the education

pro2sam plan, description of the school facility, com-

munity wort:slicT ic1mris, etc.) to be rend. Each trairke

will be expected to provide a written stMluflany of cities-

tions he has about these materials, conflicts he perceives

il thcm, hang-up3 he has taniat in plolarniug the progcmA,

etc. These repor: give direction to the i1 mug and

content of preseni:itions hy prograrn planers nail

trice groupii7.,:,:-; for dise',t3t;ir,:,

o All sta!:f member.> VOrl: 111(11 V1 CUally (..1 the pnel:i',;,"..!

of progL.;trnned dec;incil by 1Io:.N-Irch for

Schools to train krieLer:3 in 11::31.1otion

(Teac.hir, in pclAisl011 by Appl:.'lca-Centurv-Crof15).

Experienced In Ic;:.c:refs should Ir2 on 11 c training stiff

in order to ur.-ot vith Si till groups by singe and su!:.j'2.(t

)mtler in the practice and appliciAion of IN lc

testing, dip):;nosis, prei;cription, etc. Pricl!ce :-11ovld

begin with Ca:it! tuiln ZUld rcocrod to notti.11

in the 1.11 :A r.,yili!y. A

of 1'1( 11 ,y

,117t.
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for ind]vidn;Lli,:io,r subjeet trrn not

covered by IPi.

u A vide,'42pe an filter ban.h. ( siud2lit ar.d str.ff

at vaflurF1 sEa1,e le,:els In in6ttuction set-

tings, collec':-..d 0,1rin,,2; phase of program.

should be availzThle for Viewing and analysis by staff

embe s

o A rnic3-o-tcaehing curricz111 in made up of t! shills

Leaded I v variclis p:7sit inns in the Fort Line,-,In

should Staff noYabers w Ii need to sharpc:1

or practice these soulcl parlicipate in the basic

teach-rote:.ch cycli.: of rhiero-tenching.,

el One of iritt:-;:sive proec.:;

plar:no;.! early ill the pr::,a to ine!uil.o. all si:71C ic-c cc

These se:3ior:3

out the pro..04rii ad should co:-.1iHte dirt the

ye;ir. ti-,1 may he ot..-.41 hi the::.:

of non-or1)111,,,,ja-2,-,1:0-,;A..;,tien, con,;;Ir

cation theory, Lola pta at, c:,:plor.i,H:1 or icip-

in7, or

be eAjc,1 to (er pr,.1)11e.:,s faod by lii .h

a:: a r,roL-p.

1:s.

116
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o In helping iho .Th:f: In cope v.,1111 the problcirs of organiv,-

ing and lir_ln;.;- apaoe in thc innovativo pLy_;icol plant of

the Fort Lincoln Sc! cot, the training prog.rain should

0..4,1:tit,Liun of the features of the Font Lincoln

School and thn:r instnootional implicat!ons, the usc of

mocl,..ls for planning. :Inc pn.-.cticing

the arrancntent of inovc.ble and se, iipea..mr:nent

lures and fl;rnitures, and of the actuld set(ing up of thn

school for opening day.

O As part of the task force planni,i2; of the Fort Lincoln

School, inLy.',.:1E, should be dovelop2d to simulz.le student

and staff scheduling fInd space and resource rh I hint ion

on the cor-Tu:.{..2r. If time-:;1....i.ring ce,ni1)3.1.-?nt is avail:Oilc,

these raise simulation n.wr.l2ls Lc mrcl hv the pnr-

licipants of th,,, training progIT.In as a tool for teFtini,, tho

implications of tije chniec,.3 of :Aar,' cad stu:nt scheciolt..-;

and other C1,7:'1%-ltif

In akiti.n, for

pro;;ron-. ;..s.ivel in ph'...ning oth(-r olc:rcitt-: of

pre;,ranl.

o oLtin.,irn

i)n cI if

o 13iyin ,,n t!

alc
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inlmecli;-,tly to vc..-,tvte.; la,A to 1:1,1v.v: thA

the mocAlieltion of traditional roles is not a thrcat.

Establi;11 t110 prine:ple early th:-It in a team endr...avoi

people contrille that NvICL.11 they do best.

c Plan parfics or other social events (1d nies, trips.

lunch'2ons, oat:n;;F;) which iiic1ud husiun 1 VI

children.

o Have the trainirg Etat"; Ivaijaijlc at all times,

hdlg asisA. with pers';u11 preblems and see that tho pro-

gram runs smoothly. Careful attention is nceensar; to

keep the prograi,t on :=:ehedulc, to have equipment and

materials ayallal)le ;1(2c0:::c1, to be sure ',1:11 thc: pro-

gram runs sntocIlly, and to ia El; re th..it pay el'.(el;L-,

arc on time.

2.8.1. :3 Sample Trairz-rj, ProL;rsm Seitcchk

The "eurricuhrn" of tile tra.ininC cciin can be e% sifcd

into folic r,,:1;017 eal

o Orientation to 3::(f)c.Ition Plan. sc1io..)1

o ant! tr;-,ini;-.:r in

sition and ;,Ititnclm; 1 dt-velopm;.-T.t .

C

cies. n!,f1

ri Tasl. force pecrr,ttion and of

1-42 1;;tcrl 01.
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1.01' .111()A 1'e!;11.Cr.1 to C:r(1-1 1.11(.He CO111-

;ILC simultanc.ausly throul:Jr,A1 the t;-week pro:trani.

NVErl: ONE

o nefille profile of each Fort Lincoln Sell° -.1 s'.aff me..ihcr; catalogi1.2
ahilitiLs, and resourc.-Js represcntuel.

o Review education pro,;;nam- for First Facility.

o Discuss issues particip.-ints bring to program in written 811.1111-nary.

O Community orientation; assign community learnin;;;,/investigation

o Prcr: re individual n,,.)gt.arns for the summer in con3ultat ion and ceopc.'ation
with the Phase. I Staff Development progaant instructors.

o View, analyze, and discus5., videotapes and film of stur:cat and staff
behavior in individualhed a;,k1 innovative school settings.

NVE1 1: T\VO

Explore fides and relatiulships and interpersonal te-liniclui s daily in
illfeni,iVe group Sc 551015,

Usc exer:ises vilh bollavioral ol,ketives and 1cn to fit objectives to the
ii'utii nil r.:iterials and inst,ta.tiorlal plan.

Instructit n and Fractiee in the of audiovisual emii;,,i1c.:11 in the school,

O Begin comn-atnit live-in (diffcreri :;,roups schc.1...led for
periods t.1 roti;;sa,:ait the fir..Ft five wccks of the prog-rarr',.

o Sessions on hiinitr:iti':c' op tiols avid

o Worl: with la,);:r.,Lum.(1 wcdtprilis of to 1.:1k1

teachers ;Jul coinbinc with i)ra, it-vi I ain'Hy;
staff.

O Lillie for acfr.tii.in;,, Siliclie 11111.:.

u Stud:, and s.eminar:. Ii in,liNk7ual ,

O Bold ron; :skin v.i1h iv ity tra;..ar:; (m r 1Vt.
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r,roup nerolnajv for sltppor', exp!orin';...; their rtlnit(r1):1, to
insf ict nil prorain,

Cow-A:Hart session.

\\f)( FC)1_11;

o Practieu cliagcLonis, prc:!criptien, anc.I avalaat;on. (all stall)

o Brgin e-tin of future students.

o Continuc: Inicro-teaching

Continue seminars in spoeifie subject-matter arens.

o Define ta:-..ft that nn!.!. hc ico prepare for clint log proguam;
form task force gronps; select team leaders.

o Group session.

o Con:tthant session.

O Syssic,ns in administrrItive operations.

Tour of First Facility.

o Plan uso of sp:1c2 iii Firs cility.

o Pradieo lavin oat earoftIlly prep:: a, 1 IESIL'ileNC,1-!:11

o Continoc miero-te.gcliing clinic.

o Learn to uz-o and int:-rttir... acHornic games into euericuluni.

o Continue diar;ro:nti,..t It. sting of foture studc..ts.

O CciatL, semitar:.. 00 specific sIt'.)ject

o Cons:,11ar!

:0r,(1 ;;ott emat.ni:y
mac:

it (.1)
ant
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(1)C
\viih p;irentL.; of 1)1' o:-.1.)cotive

Role plvy system.

O Sesio11:., on achni:,t cat:ye

o Simulate Hrts of the systcin.

o Group session.

o Consulto.W scso ion.

WEEK SEVEN

o Dry run sch:)01 progr:. co.

o Continue diagnostic tent ii.

o Continue task force activities (e.g., begin setting up phynieal cnvironme,lt
of school).

o Discus research and cvali...ition activities and technicioe,::.

o Group sCSFion.

WEEK 1:TC; ill'

O Continue to exercise system.

o Report by cvaiintioo lean-, of Fort Lineoh, ir:truct;onal
clui.Jpg SO Olt:' n)01..:e fr,r in-se ice (1.:s o IT)

o Plan for in-. ervik c Ii) pro:n nub ceatinu,;Ig It

O Use time lent op.2n cictL.ri1iin:,1 If 1.'.)rt 1,iticolia st,tff.

O CoLtiim, ii :nuui ic td
2. 1.1 1(1Ail):',,1( atir1 1.1.ft,r;0:s

Aside sj);.ei.,1 IiIe;z ii fl iiLi iii: 1't in .1 the

core iiiir s ar1 .10.. of (:linin, the iy:ajor -crt ai iii by

)lc.c(I of CA. 114,. I S;aff 1)cvk11.1eot to 1.nr1;,.11
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and live ;;12;`,T

needs Lo he tr;linaLl in the c1lfectie (Ise of I cee items. AceordiuLt.-. at I. ;a li:oe

that General Learning subwits a total ecinipir. at al1 rnHariz-ds list

for re\ a scenyld he tl-c2 it;,:us and crwintity need;:d

for 1.),:e in the Phase I pro;;rairi. General Le:trnir:g Cori)oration reconurend

staff develoinncnt Lool,:s, films, and magazines for the resource center and for

training staff considcratioa.

Exampi,...s of crjuipr:wat aad 1n:Iteria15 \foich will rcoorluricrni, rt

I include:

o Videotape mael!incs and tapes

o Tape '.ceordca.s rind e;ItIzsottcs

o Overhand projectors

o

o Poloroid can-,elas aid film

o Type\\ rilars

o Tachi5tose:Te

o Coalr(Oled r(c2oril;:r

o Audio Card::

o P!{,;(2

o Vikotal,e, fiIlll, ca;-settes

o 11'I self--11.6,7ruati,1 trairiL:,;

11,1 nr1,1,:er.);Iti.s.9 ohrl r.

AA,As pro:Thmi

Spcci,11 hlt:Y

11111! f01..t (.1,1011111 11111.1 11, 1' 1111 111111:1,1:1 lo) ii;;1",11!1,4
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2. S. 1. 5 Funding of

The ousts of 1:".'.a!-;e t of the Saff Developmel-,1 prl g-rarn

appear in App(ildi,: A of 'die Fur,din;:; Plan are ba!;cd on the. aseaunpllen that the pro-

rain will he con'..cacted.. The fi.,arcs aro estimatc'd on this 1):-.sis and are subject

to charge as detai"!...,1 plai;-aing proceeds.

2. S. J.. (1 Schedule of Performance for Pha;,3c I Staff D2vclopraent

General Learning Coriv,ration submits uluIpment an snpplies
list for time P)Ia.a2. I Staff Development progra)n to the Spc.cial
Projects Dinkion.

Order for equipm:,nt and supplies is placed for delivery on or
before be.inning date of proraal.

Staff Development Coordinator assumos re.-.;ponsibility as
Phase' 1 Pro;.0:aJu herbs detailcr.' phltinin'i,, of trainip:!:
staff needs and eurricultun and Adminisftative
Assistant bc,-._;ins nt the same limo.

Full-time core st;lif for P1: ruse I comes on I. rd
dolailod ph.wnin:. of pro:i-aaa ir.cludirr; c:loosiP:2;
for special pl!I'VS1.:S, Se(lt:111zA11; and
experiences, etc.

Staff revicv,s profi!c-; of peronr,21 hired fur First 1::wility in
order to pl;:a e.rpropriate o.;1.0 ac;ivrties :Ind to pi:';poiat
those spccial v.ithja the grol:p ;0 to a
trainin,; the

Training- staff rcuoive :-. 1'orAiM111C71(1C(1 list e'r to pnrtiti-,
pate in time frea the Par!.icip:;tio;., s,illcorn-
mittco of t''.? Coninlitlt

If dr.: First racility is not coi-:;ditedb:,. the start of thee
p10.11:110, a ti Aning selock:c1 at l'ais time.

1,1v(7.- It1'r,111:(,!1-,11L: for P1,o c
should Ise finali::cd st:-..'f d
Conon it'o..o Pa

1,;(luipnicIt ror A.. cc

s(t)rod ;it
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I

r

f.

f.

Cow 1.,roti,,i.; to p;'irlicipt.itc.
shoek: (1 by

Total hi ,.ed for ruort. Lineal Fiir..11 I'acility and ei.iminei'y
people, and tute.i.:. 1)11ase 11 Pro;2;rant.

Staff develops of ev:2;;cs.lc(l in-serviee (Phase 11)
Retiriti(2F; for staff 11:WC.41 on e:,:perienees
clariiv; Phase I.

Phase I prorain ends.

2.8.2 Phase

An ill - service pro;;ram is an inter,2,ral part of a system which

aims to cireatc, a total lenenik; cnironmeM for staff as well as stn.dents, Tic, desig-

nation c.f a full-time Staff De\ elop'.iient Coordinitor delincrttion of staff

development respor,sihilitio3 in all joh descriptions reflect the importance which

the FLNT plarme.rs attach to the concept that continuou..7 professicoal develop.-1)cat of

staff is a vital part of the educat. :al process, bcari..,.;?; dircd rL12.tionsh'p to the

growth and develop-nen: of the stodits. The plaim:Ts recommend th:-..t 15 percent

of staff time be: spent in staff ch,velopyent netivitiey (to

time as well as specific trainit-, activities).

rvice t.,ainin,,r, as it r..)w e7:1s1..1 iii the ecl;:eational systemt;

out the eouirt;y f-iirvc:, :1 vor:ct.- Cf purr Ancnrg the mcisf eomirion are: to

compen,..tte for the te:.chc.r's deficiencies in hi-; initial teacher trairi,

to 1-'.41V3r.t a and Lit 1:ite the teitcher's of .s.,11)jeet matter; iiil.i to trlin the tencl.er

for other

has also harrili. in a :fiery of iiHi 1c

or adv;,,,...1 owlc. 11-3\ er.:1t ies or yi,.!ij"
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SC11001 SpA(.'11):- COnft`r crcdit 1.01 practical (,,'VienC0 or on--lhc--j'h train:

systeo-K; build time allowar:ce!., into their schieclules and operatio, for v.-orhilor:=,

and inAitt,te! and/or set up floating team:: of Hp.-cialii..ts to provido oh-tho-spot

assistanee to teachers. In many eaLq!.4 ii a fCri't nrc ely, the preparation J a teacher

beyond pr:rervice traiaing. is not diroct(J to the impruvome.it of his performance

but geared toward ilicrenros in so iar grant,,,,I for nun-Wer of credit hours or (4:grecs.

Many of the in-service system prov.rams do not respond to needs expressed by the

teachers car are those resources available to individualize the trail :ns.

The Fort Lincoln School in-service In :Lining program has an immedialc:

somewhat nin;;IL-rniocled pin :use of encournging nod structuri in-service mining

activities vih direct. relevance to improving the learning environment of the Fort

Lincoln School,

The foundation or Isis is for an effective program to aub Y. this pdr-

pe lies in the nature of (he system or organLation in ,hielt it tal.cs place. Fort

Lincoln School plann.crs have erc,dcd a de.A;;r1 for the sclol in v,hieh the nut:.orily

systc.els, decision-on-thing proes:-.es, lines of cornrnmir.:::iion, aid gcneral \vor!:ing

climate sTlould be constructed that individual stair nien,hcrs have the fcct don,

motivation. re:-Thurfr.,es, and mobility to pursuu their personal and met. duv,.1c:

went. The p.v.ition of the Sialf Dcw.:lop;,,,cnt Cc.Iinlior has bee]) uccoramend:C; to

PrOVIOC IN.1111(:1 l5itiCL to cull stall HUIlIOLS. iii thCif

In the c.:cckltion of hi r. :zhruld plice mmiinniv omp!ntsi.:,.

to 11Ced', of ir.clividn: Is ard the ::steul a HI ;ot to dd nii hiir.SCII1`,1%1 111:1:-,(' DC( (I;;

lo

1,:).111 for ill:.

hr the r,-coinvner,r1.:11-7 nciide im :i11 of 111L. ;-.1.11.11`,01L,!,1'1; 7.1 the rod ol the t L-kk 1
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111\';`, 11!Id cYl:C.J'iC!X:C; Ovt'r t\',0 1110t1111:: Wit) VarjOU:' fer:Irrjril!e:; iii

Ira iiki,i l,; and v,ith various coasultants and each othr, they should h.-2 in a po;--.ition to

ideotify the activitie:3 and ro:.3ouCeeS which they feel would bo valtahk far thcni as

individuals or as groui, in an in-service proi;Tal,i. Each staff men.hcr, with the

help of the Staff .Dovelelp-raon'.; Coordipator and/or other members of the Phase I

training staff, should be able to upd:!Le diL profile of strengths, weaknsos, and

interests used as a basis for the desi:n of the Phase I program. With this -1,3 pc of

record available, the Coordinator should hi able to derClOp unci ividiiil pre:ieriplions

of staff deveic:rnent .tetivities as a phase of in-service trahiing. It is recommon:led

that staff develop:n(211i activities require leas staff tine during the first quarter of

the t,chool year than they will later when the staff has been operating the program

and has copes on which to base a statc;ae.t ofneeJ.

2. 8. 2. 1 Phase IT Activitio-,3

At this poillt iii tho.e, hov..ever, there aie a series of activities

or trechirim-os which secic: worthy of impicrientatioa in the Fort Lincoln S.eheel

in-service. proi;r:41n it it( 1 review aud discussion by the r,taff.

o Group proems Sc:-! Conti,,,ue during the

sehoLd yea, NVIII1 apprnimAoly ore sez. I i cvery

two weu!ss.

o Once 1 month each staff mninber a

pin e(s) evalt ;1; ion of iii purformonee in ;1

asluect Of In.; groY Prv-

s.enta.tion, :orh!lt hi viii', refection

If carrh,atitnr reeor,!;
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should alz.o hU II l for 11.k.; porpc:,:. Hoc ord.--; of

the ev:iluation and vocommeli(lc.d :t.ctinn he

shared with the Staff De\-(21.-icfac;.t. 211,1

used as an iyclioator Lv 1111:1 of gcoup tr:tinhm:

tics

o At least oilt-(ju;,:yte-i. of the year inigia lie devoted to

a small research project by each starf mernLer

(small group:; could together on one pyoject).

The re;:eareh should he specifir...,11;,. related to the

Education Plan. The results \yonld be v.ritten

cireuh!ted, used for discussion hy all staff meibers,

and perhap2. included h system evaluation rep.:irts

and put,lished in acmlemic journals, etc. Staff

meml/crF, receive N.S;.-;iV!orice in rese:-.ra

desi;:.n and te;:lini-inc from at 10(.1,1 colle;;es

and unive,:sitic.4.

o Dull;; tho c,qu-so of cx2 inch

should fry a s.!ff

presentati9n, c:,:ercI:,c, or aetivNy 1 itli 011.;01. staff

o The 15 pyre( H of copdit ion

t

allow !,;1f int':ii!,ers 10 ;;L-rol tlire.1.1,-y..:4 a

the elc.
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I
O '11.10,2 1'c;_od.11 !011:ol riule 11 Jnonills of \\

onc month v;icHion, SAtoraty woll; alicet

tho 21-,t01111:_ of time avni'Lt1.10. fry, ;;tiff inc,,,wers to

work on afh%li.;cd cleilyces, attcnd ;-ntionler mEtitutcs

outside of the systC111, etc, If the schcdule

staff pur:-;uit of thcso oi,portunitle:,provision:3 shou!d

he rn:tde to allow for :Fort leave..; of ;.t1);:ence for pro-

fessional purpcses and/or negollations should he

carried out ,,ith universities to provides UCOdCltlic

credit for on-tile- job activiti( ,;.

o Special consultant should be brought in to teach

particular in-servio: trairin; sescions pLn-lodie:Oly

in repon:-,e In a svcci fie need. InvitnlionF to uleh

a corv,ul[ant shy, Id outlin:: of the rcicoas

for rercIo:--:,ing and the dcsirc:d outcomes

of Ills contrilni1Lo 1. Each such activity ::.houldl)e

immedh-Itcly evaluated on stand.rd grx. tionnaircs

and reljlied in the file by 11-;u Staff 1,otelormeat

Cooed i:a tee.

o re:-.our,_!o center c.1;(,uld have a sce[ion of :.,t;1 ff

development boo'. s; films; (apc:-;;

catalogs Of colo.se worl,;-

shop \ 0 liable, etc. Th; Dcv h) e;11

Coodirator able

128
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activitio:; of thi: ratio .o to irCitielm'Ll

Nvia, group rol.o:f

o ikctivit'Jts which fo-cntally part of tha ctcratirT;

functions of 1110 1ello.11 ;t1?:11.1.1(1 also be vic!\ved on

staff d'aolopment neiidlies. A of I 0:1ClIel'S

111 01 i to di.SCIIS currienlyin ct:perimentation or

deveiopmvylf are perfo.mini, a ;;elf-tr.t-iinin2; function.

The Staff Det'elopinent Coordinator should participate

in as man of these activities :1:3 possible.

o The Staff Developme:lt CoordLator in conjunction

with interested staff nterolxtr should de.cclon on-the-

job orientation and training progr;:ais for nev,' stuff

Paewbors hitcd L the Fort Lincoln School.
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2,, 9 Evaluation

An inTertant of Ilie Fort Linen 111 eclrc:,Con system is to develop

an atntwzphere co:Idneive to freedom of thed;:]t, Inoveinent, and expesim(Ttal

A cn,rial clement in ovi(lie this kind of atino:plicre is the apdroach used in staff

evaluation. The recommendations made in this section rei:;ording staff evaluation

are based on the following concepts:

o Evaluation is not a necessary evil; it is a desiral)10 means

by which inclividuals and groups e:m measu:e their porformalee

against their goals and tal:e appropriate steps to I! rove

themselves.

o Staff evaluation should be concerned psi+n.orily with the sel;],tie,!:-

ship that eNisL between staff behavior and stoical L;rov,-th aid

devoluon ent.

o Self-evahation is an int(T,yc.l. and part of an effective

evaluatioa process.

Evaluatic., 1 is best con(11.1Clad by thi.ise who have the most direct

relatior!ship v:ith the person Lein:, evaluated. Evaluation :-..heuld

never be the sole re,.,'.:)onsibility of one pf.T.'-;o.!:. All evaluative

imigl.nr--j (d an inOlviC,m1's perrormar.ce should Ile flias«1

whit klan

o EVainniiOn 0110111(1 be a contintws p-oecs rather data a semi

annual 01' event.
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2. 9. 1 7N1cdc:! of If: v;i11;

The orl,:mizItioual plan for P1 Fo-t. Lincoln School stres::les

rather tir,in Iftc rclationshp:-; ar.)ong faeidty monilirs. This concept, NVIliell

joint effort and responsibility of all staff members for the tot:il school pro,;T:1111, F;t,

not be undermined by establitlin traditional evaluation ;vr-Acni i i NViliCh pals,

supervisors, and/or master teachers assume positions of po-wer over other staff

menthol's.

The performance of staff members in the 'Fort Lincoln School. is of

significant interest students, community, fellow staff members, the systeni, and

the inch vidnal staff member himself. Since e. dilation is a meal)s whereby a :;t:.

Member con learn how to improve Lhe ctiality of his service, all of these p:IrtiL,s

should participate to some degree in the evaluation of each staff member.

e Students

The student himself is the only per ion \Vile is entirely

familiar with the teacher's behavior in a variety of

Ile is the only 011C 'VILA 1.010','S

how well the teacher urderstand;r: responds 10 felt

needs. While a number of vaiial.les may inflile,c.c

studcnt's rt:.ponse to (1,::c:_:timis coneerill'); -

ness of his teacher v.ilich mrly not be dir(.etly rc ;IJ.,1 to

the teacher's effcetivencs, this poFsihi should not 1),>

considered an obstacle 1.0 involving sk:cle,its in the

evaluation pri,ce,-.:s.
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staff iti etd.,oni!ile for the cil:R..atinn of

the chiLlcyn of tile community v:hich it :mu\ Tim c:de-,t

of coins unitT pnr',icipation in the planniiv; np.(I implementation

of the Fo;q, Lincoln School (sec Community Pal tieipation

Plan) and the role of the pa-cent as dc:, .:hed in the

Education Plan require that the evuluatirc function be a

natural pawl of their relationship to the Fort Lincoln

school.

o Fellow staff mernly-rs

Since teaa ti relation;Thips are tlio mode of operation of the.

Fort Lincoln School, the performance of etJTh irdiviclxd

will have an effect rpon the puiforinzmoe of all otl.,ers in

the team. The proper functionig of teams NVin 110Ces,5)1rAo

a clear underst:mclin2; in each st minLi of 01;2

strcT;-th3 and weal:ne:::s.:(.3 of his peers and of the ways in

which he can offer luid accept n.:si:cit;e:ce from them.

Accordint2,1y, peer cvalurktior, beeorne: all i]nportant pa-it of

Ali evaluation

o :4vst oil

As discussed in the staff development section, a sello61

systeni ha!-:: the oblig,tlion to protect its clientele from

incompetence und to provirl. ),),;rtu,,i1ie:, for its tTi
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I1

It

to re:11 izc :+nci 111111: (1 01 r 1101 Ci :11 C 14 ri-

bUtion to the Cc:11!-I;11 1:1:L;I: of 011, V1itr.:111--DI:;1.1,.iction, in

order to notill these ruspon:,1bilities, the syr.;tem

en;::age in process of evalmtion. In Fort Lincoln, the

"system" is spiononLoz; with t11,2 individu:ds or guoITE3

itIVOlve(1111 the operation of the schoolstudents, staff

and c,nniriunit:,-----ald thus a'.1 other modes of evaluation

constitute the systelo's evaluation activities. Within the

school, the StarT Development Coordinator will be prIrr,arly

responsible for Monitoring a.nd facilitating the evaluattcq

process since the function of evaluation is so clo:!ely lined

to the development function. Durin; the l'h:Isc I pror.c),

the total f will develop the fin mat and fr.;cluency for re-

contain:; evalnatV:l. -results flail will become part of the slaff

member's pnw:.-Inent file within the D. C. School Systc.;-.1.

The FLNT Project Directoo will offichlly sol3mit

central °Moo records.

o Indiv1tuJ Ftq.1 t

TO a 5y,F4101 Gu(2) zr.,; Fort. MOS

respon;:ihility fer the failure of students, it bcco,nr,.: evc:t

more incumbent upon staff lecenitcr; fo cxcre.;;;(,.

profe:3sIon11i.ito by LlenionAratit car;wity for an;1

nit` l'C t 11 1:1111, tir1 ;1; 1 1 le 1 12' (f.. II(' r to rmarc
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I

I

Skiff to 1.11,,, opi,ment of

tteid,,,vome,,t of the go;ch; of the ot-,;.anization. Self-

evahu.it ion sl!oldd eon-Imo:1 rierr,i;.:!ent thre:d in

the entire evaluation proces:-:.

2. t. 2 Areas. of Evaluation

establbItcd A the basic purpose of staff evaluation is to answer

the question "flow can we improve ourselve:i in order to liel:efit the students

and the : 'nirrunity served li, the school ?'', it is important to specify a list of per-

formanc.r., areas to be evaluated. An cxani:nat:on of the role descriptions for staff,

the overall objeelves of the sehocA, and the oI)jeetiN es of the Phase I Staff Develep:!lent

program suggests the following areas of evaluation. ,T1',is list should be refined

ordered by the staff itself as it becomes familiar with the philosophy and ,-.0,erations

of the s;chool.)

o Ability to diagnose stri,11;1'^. inier(..FAs of

individual students.

o Ability to fornEtl:tte behavioral objectives.

o Ability to pteerilic., and plan ;rdprop-l'iate

o Ability to adopt anti of the fleNil)1e, physical

enviloimellt of thic 1,:.; to suit lcarn7n;; ae1;viti,;"7.

o ICnovied',;e and u2e of con,:camity resources.

o Ability to ar-::-41,t and accent it:.-7:':istztnce from other Leann

meinbcTs.

o Itbility fo rciate eff. etively \11y1 parClIft-

134



o Ability to futv!tio.1 offectively in unr(!;alati.d, and/or

situatiom-%

2. 9. 3 Procis md Li ihols

If staff evaluation is to aecce truly as a tool for improving I c relation-

ship hctwcea strlf behavior and student growth and development, it is essential that

it be an o!oing p areas throughout the school year rafter than a periodic activity.

For purposes of discussion, the process can be divided into three phases: initial,

continuous, and sa,nnnary. A variety of technirli.tes and procedures are recom'llended

for use threllfshout the proce:.;s: the staff profile (see -Recruitment, Section 2.6.3.1

and Staff .Devolop)»ent Section 2. S), video' :;.ping, Questionnaires, nod group dif:eassica:s.

2. 9. 3. 1 Initial :Evaluation

Initial evaluation applies to the evaLative techniQaus wiecl from

the Slime of staff selection throngh the Phase I Staff Devolopplent program. The ft r:.1

of these techniques is the staff profile which will contain an ini;ial dirt.(;nosis of the

strengths and wealcue:scs of the staff member written by tl staff member him:..elf

and those who obser;A-2 hint during the selection pro. Accompanying the profile

is a prescription form whieh eutlincs activities ree)mmenled for the nail nlemher hit

order to improve his performu,le(,. To nil of this material \Vhiell ideal

foldcr, are added the rccolC; of evaluative jucluent.,-. made by ay or all of

source:; discossed earlier who at a involved in stall d,avilupipu.;1 ;10i nrd

Porforlanne,' of everyday responsibilities.

2.9. 3. 2 EvalualitIn During the l'ha;e I Staff Dev..topment 1,r,,;;raln

Evalin.,fivn of stall pcurorinan'.e I chit 1S''.lit

111 ii prowam nlinU (q1 I UP 1;0 :LI': of !(.. I': c:11;0
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pro:.,vwn. th ohjc.:tiv,,,J, ,;ia;[ o ihr,l dovaloii OIl undo.;,t,iiiiilr,;

of th.: goal:; and ohj(..atives of the -Fort .1-:k'Awat ion Plori, ];'Cohn fawili;ti. with

the ;,ypcs aetivitiu;-_,. to ha c:,re!,cd ou.1 h,, tivu staff, and d:.velaD v,orLin,2;

1Ja:-.E2(.1 ui:on an aCCUI'(tte 1),:r(!.(21011 of 111C' :3t1(21,;;Ell, W0a1:1",:::,S;FAs;-, CXIA.,(ACCI

contributions of the groat. pmticipants. The acuomplisholent of the lot ter objective

i;; moot essc,:itial to the successful functtrining of thc, Fort Lincoln School. The

following discussion :,:ttgl;rsk technigip-,,,s for cva/uating lib accomplishment.

It has been recommended that the staff members of 'Cori Lincoln

participate in a series of woup process training encounters led by vell-trained

psychologists in order to achieve the objective of developing w.orkipg relationships.

The purposes of thee sessions arc to en;.1.11c the part:C.;-Lots to:

o Establish for (hems elves realistic per-'onal goals as well as

realistic role d:fini,ions.

Bel;in to see them:MA-es as members of an innovative, ,axperi-

mental proicet cdue:? tion.

o Ascertain their degree of acceptancr.: within the groat. and

pinpoint factors for improvement of thuir aecci-t::nce

pattern.

Confront the anNict.ie:-_-: ai d tlicy Jlay hove conec.i.niiv;

illcir nsilys in iwojefA and/o th e Insfratcfinn ;il ::if ii fIil

itself in ordar to c;;tahli..-:11 efftetive for (1,. ;ti:n9 win;

them.
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0 "..]-

they maL for theniseh s anCi tyr.L - of 1)(11..\;or \vik.11

o DevcIP cotzrz!:::0 of tivAr COnViCti(0, and thc IJ

follow throlu-ch with ftelli until change secia, warr:Antc(1.

Becuttuo of the 11;:lture of thL.s.o objectives wh',ch SiOin from

individual personality devJopment,eelfevluati00 rhould he the first step in the in ocesF,

followed by individual consultfAions with rnembors of tho psycholosical stall and th,,

developmont of a set of per;,.ortal objectives for dere/opulent in this area. After

these personal objectives have been estr,hlishcd, a group discussion of the r(;,-.:.ults

with a limited form of group evaluation should tal,.e place, followed by a reasess;ncat

of individual goals and objectivcs for develoHnott,

The psychological staff should d,2velop Zit instru]nent for ;,c.11-

evaluation basetl on the:-,e goals and ohjeetivcs usily,f; a format shnilar to the forinit3

of the :Money Prolik'm Checl; List or the Seience llosearch AsFocia!es Junior

Invcatory. Several items should he developed for each objective. Each item should

be designz-d to help the individual gala a clearer picture of his relation: -hip to the

accompli Ailment of this particuh;r ohjectiye. For each lilaleinclt the rosperyhmt

Nv(t.ild one of the fOncrAirl!: 1)C)N(

/ with Miol: chificully

2. with 1)1o:1er:it e difficulty

3. 77.7 difficully

1. ;7 tail' hihi]ct;lt.
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The stall: wilt ;Awl.; are the

o At one time or Jn(illt.n. one of us has been a- ed to

evaluate ourselves or our own workperhaps it was

were still stud, nt:T:2 \\dale \..e were student teachin , or in

another job situation Ilow do you fool about evaluating your er,:n

work?

o Objectivity is oft( n considered to be an important part of

evaluation. In relationship to eValUating yourself, Were you

able to be objective?

o how do you feel oliout ow:Mating the \VOII; of others?

o The scssions you been attending have been clesitnied to give

you information about the school in which you will be

\Working. DC you feel that you need More .7 .-iforip:ttion in order

to understand your role?

o Could you describe your job now?

o Do you feel that you will be able to carry out the duties of this

job?

On the basis of the self evaluation and their relationship with the

participants during the training se:isions, the psychologists wohld be expected to

write up their impressions of each participant. Then each participant, assuming

that he has developed a rapport with (and trust in) the psychologists,would be

scheduled for an individual meeting with the psychologists in which they would disencs
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both tneir own rc,:ponses On the que:-.tiow,Hire, and the psychologiLls' ii»pressions

of the intliviOucti reletive to the same que:,-,Lions. As a result of this discussion,

the participant va:uld be eacouraed to establiii goals for himself relative to

the overall ectives. For example, a partielp.mt's responses may indicate

that he does not feel that lic has a strong commitment to his own ideas and that

he is easily eclaineed to change his mind on given issues. The piyclie/ogisi may

agree with the participant and point out specific instances in the training sessions

in which the participast was easily swayed lr the Opinions of others. As a result of

this discussion, the participant may list as one of his goals for personal development

a desire to question himself more closely on his educational philosophy in an effort

to develop more CO3ICIOC ideas or beliefs.

After the conclusion of these ir,lividual sessions, further group

discussions related to sonic of the questions which the team of psychologists fe.Js

will be beneficial to the group as a whole,may be helpful. If, however, the psycholol;ists

feel th.:t there is not enough interaction between group members to allow them to

compare themselves with the impressions which others have of them, they may

administer another instrument to the group which l':ould call for them to react to

other pcople. Such an instrument mic,,ht include such questions as:

o Who in this group secom; to communicate Cleft ide as mc

clearly to the rest of the group?

o Who in this group would I turn to if I developed questions

and uncertainties about what wa.; expected of me?
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Alter repOCtill:2; tllL re;.,1111;:i of tiTh:; qtleAl0111.;i3'e to tile p:0.11), it

would 12,c pos::ible to further stimulate disckH:ion as to why and:howpartii:itlar per,,ons

seem to expres, their ideas \veil, or why group members voold turn to particular

persons for leadership artd eucouragement:

Such discussion r,houlU he followed hy :111o,ing each participant

to reevaluate the goals wh:ch he has set for himself and encouraging each 'participant

to consider various approaches by which he may more completely accomplish both the

ovc all goals as stf:ted in the program objectives and his own personal goals which

he has set for Ninself.

At this time the Phase I staff should carefully consider the results

of the above sessions in relationshi,J to their ol scrvatioos o.`: the participants and the

final reports of the psychologists involved in order to determine to what exteilt

sensitivity training sessions for the purpose of role devclopmcni. arLI self-unCerstand-

ing should be continued clueing the in-service portion of the school year.

2. 9. 3. 3 Continuous Staff Evaluation

Continuous staff evaluation should focus primarily on the com-

petencies of staff nicm Lers relative to their instructional roles. The frequency and

pattern of evaluation shr:uld be determined by the ins' ..uctional teams themselves,

but evaluation should occur at least once a month and shouhl involve use of more than

one resource (:,elf, students, community, syr,tern, peci:i) tlr Oh, prccess.

For eNample, an intern teacher may develop and use a self-

evaluation instrument such as a checklist for a science cNperimet,t, includinf.; the

following 13 per of questions;
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Did I have all matelial; on hand Ile class be,:;:ui?

o Had I cNuierim(:,nted with roe demonst:Won !ieForo the class?

Did I anow for inaNiinum participation h1' all students involved?

Was the demonstration or exijerinL,nt suitable in terms of the

number of ;,,Ivale,Us involved?

She might also distribatc a queL"tio:matre to the student :, asking

such qdestions as:

o Was there enough :me to ask coestions about the experiment before

we move on to a diffcrut topic ?

Were you able to see cleady the charts that the teacher pres.iitiA?

o If you wanted to do an extra experiment yourself, do you feel that

the teacher \\andel help you to find the materials avid plan the

experiment or find additional. resources related to the topic?

The intern teacher might. -ideotupe the proceedings of the

experiment mid afterwards analyze the behavior of both the students arid herself. As

a final .iitep in the evaluation she might view and discuss the tape and the results of the

questionnaire with the Master Teacher in the stag-, the school's science specialist, or

the Staff Development Coordinator for their reactions to her perfornvInce.

of each of these slops should be maintained in the teaches staff (1;:veloronctit folde.

Other techniques which could be used in continuous staff

evaluation includ the following:

o Two members of a team may choose to chock the reading level::

and learning diffivulti es of a paticula: Evoup of students. Ly
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ovenhirpjw; the w.;:;11..;n:ncults in such a .hat gTOUp Of

studentli v:ill be tested by both imAnuetoritl, a siturttou

difvelop in \\Thiel, it win he fol- these tcw 111`:itilletorl: to

sit down and compare r:.:nults 1.2 the purpose of evaluating their

own shills in tl'e diagnosis of reading difficulties. For difficult

prohl. ms they may turn to the Master Teacher or reading

specialist for assistance in improving their ability to inaLe certain

types of diagnoses.

Each team is responsible as a unit for certain aspects of the

it ,t3truetion of children in their charge. For example, the

responsibility for the g-rouping of all the children at a particular

level rests with the entire team in charge of that level. The

utilization of :tVailable space, mate ials, and personnel at a

particular time is also the rsrbnsibility of the entire team.

Therefore, it is possible for members of other teams to evaluate

the team as a whole with regard to this type of responsibility,

In this instance, the evaluation is not directed at one person,

but at a team, and as such should encourage a feeling of team

pride and tcam cooperation for improvement.

o Questionnaires'i' containing questions similar to the folio

might be filled out by parents each quarter of the year - -or at

* Further examples of this type of student iplestionnalre may be found in the New Tort;
Study of Teacher Effectiveness report by K.G. Nelson et. al. in Measures of
Teaellinz, Effccilvenoss (University of the State of New 1orlh Albany, I 9,',6).
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a time that the t.C.N011 fOidt-; i altpLop21:1.f.:!--YIsg,Irding

vith on instructional s+ 411 incoilJer whe

working NVitil t11,213? Chili1;

J. My child's teancr .(ppenrs to have a real concern for the

boy's success in selpiol.

Yes No

2. She tries to explain to me the reasons for my son's per-

formance in each subject arcn.

Yes No

3. She helps me to understand how I may help him to do

well in school.

Yes No

4. She listens and cooperates with me when I Lave a problem

concerning my son's progress or adjustment in school.

Yes No

5. My son's teacher is friendly luld hdpful.

Yes No

Students may be asked to respond to questions such as the ones

listed below.

1. My lonelier gives me special help when I am corrqscd about

my assignments.

Yes No
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2, ]fly' teacher has favorites in the cli-int:min.

Yes No

An evaluation of the responses of students and parents to such

questions can do much to assist the teacher in evaluating her relationship with the

parents and her pupils. They will also make it possible to pinpoint problem areas

and provide further in-service eNperiencs to remedy situations of poor communication

and/oi misunderstanding.

In order to obtain worthwhile results from parent and student

evaluations it is suggested, however, that all persons involved (parents, stmlents,

and educational start) receive training in this area of evaluation beginning during the

Phase I Staff Development program. In order to facilitate this training, it is

suggested that a set of videotapes showing various 1.-pos of interactions between the

three groups be prepared. These tapes should include sessions ill which instruction:.i

staff members are instructing groups of students of various sizes, discussing a

student's progress with the student, planning togethc2, discussing a student's

progress with his parents, etc. They should also be shown to parents requesting

information from teachers, voicing complaints to various staff members, observing

classes, and participating in school projects and sell( ol planning. Various aspects

of student behavior should also be included. Each individual videolapa should be

brief and basically sho 11d be concerned with one particular type of situation. These

tapes should be initially shown to groups of parents, groups of students, and groups

of teachers at different times. DiseusSions should be conducted in each group to

analyze instructor, parent, and student belnivior in ternis of its arpro,,rialcncss,
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trr1a:.4 of ill(!rea:.`ti c011imunico.tion and iiiidettatiding,ete Active

111Lf,' l)0 :-.3211'etr..t.1 to form a panel for further

discussion of these issLi's with other groups having similar prebI.2ins, rho

purpose of these scsEions is to develop in all persons involved the ability to observe

and evaluate certain types of behavior in situations similar to the ones in which they

will participate together.

2.9. 3.1 Summary Staff Evaluation

A summary staff evaluation should be bola at the end of each

year by teams acid appropriate "outsiders" such as the Staff Deve7epracnt Coordinn.tor,

a consultant \at: participated in in-service training sessions, a group process trainer,

community representatives, students, etc. In the case of the Operating Teaal o4 the

Administrative Team.eutsiders would include teachers and aides as well as consultants,

community, and stud..nts. The purpose of the summary evaluation should be to

review and discuss the performance of the team and the individm,ls within the team

based on the evaluation activities recordel during the year. Such a process mitpt

result in role changes for individuals, reast,ignment of team :vcsponsibilities, or

recommendations for career advancement.
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2.10 flualificaiow-;

Section 2,2 descrit):,s of

which nitz:,;1. be filled to 1)(T:in operLition of the 1.'or: Lincoln ,F,21ns)1. Section 2. lt and

2.7 recomme5id procedures for reeruitirL.; and sele(ing staff aid also provide broad

guidelines or eiieria for qualifyi g as a staff member, This chapter treats the

topic of valification in more detail and in relationship to a propos;:d process where-

by staff can advance through the series of positions and/or levels on the b sin of

acquired experience, demonstrated co ill-letenee and continuous training.

The term certification has been used sparingly in this report because

of the planners' convictions that current certification requirements in the teachinrc

profession are often rigid, irrelevant Or mi.:32,1110yd and provide little or no proof

of true professional competence. They keep out of clans rooms as many good ti,:aches

as they allow in. Growing public and professional recognition of the inadequacies of

current certiration systems is attested to by a number of develoFnents in the areas

of teacher preparation and certification: for example, the study done by the 'Massa-

chusetts Advisory Cottoeil on Education regarding status, problems, and proposed

solutions to teacher certification in that state; the Education Profe;sions Develop-

ment Act which through the Office of Education grants federal funds to support

Creative developments in the training of educational personnel; proposed

in the State of California to take licensing out of the hands of the education CS'uti;11:;11-

went and make it the responsibility of classroom teachers and laymen and to (manly

a teaching candidate by calling for a 13. A. , not neces:arily in education,and either

the passing of an examination in the subject he wanted to leach or by the fact of

havii 'ALA. in the subject; (he Models for Pnevirttion of Elf..,!Jie).tary
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Teachcrs prepared by nine different universities un,ler gr,a::--1 from the office of

Education 'vhich propoi,c new and innovative ways of preparing and Of

measuring professioral compteney in behr.vioral terms,

GLC's reluctance to mini-se meet ing certification reqIiiromenta as

an essential r,tialificat ion for teaching at Fort Lincoln is not interidcd to imply that

many fii,c teachers are not to be found among the ranks of the certified, It does

suggest, however, that the effeetiunesi-; of such teachers may hear little relation-

ship to their having accumulated or acquired X number of cred in education

courses. At the same time, GLC does not call for the Stale the District of

Columbia in this case to abrogate its responsibility to license or certify a teacher

in order to protect its students from incompetence. The planners merely join a

long line of educational reformists who are calling for a different method o] basis

for certification, advancement, career develeimient, etc. of teaching staff. The

inherent holiness of a 13.A. or an M.A. degree is ry...>stioned, nad submit that

individuals may have work or independent study experiences which have resulted in

personal qualifications at least equivalent to those supposedly generated by for:nal

degree programs which prepare people to become teachers of children. It is also

believed that those work or study experiences might well be gained while engaged

In a real teaching position in a real school and academic or eertifie;ition credit.

could be provided for those experiences.

The obvious alternative to certification according to transcript or

eligibility for more advanced positions by accumulation of further credits is to

develop sets of performance criteria which must be met in order to qullify fcr

positions. The alternative 'o irrelevant courses gal in; credit a-I accepl a nee is

2-1:19
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f) have the credit - givers (universities, colleges, institries) ad,,pt a more iii al

attitude toward what activities should earn credit. GLC is L'e.commen,ling a Com-

binatlim of these approaches for the Fort Liocoln System, C7,C is not, however,

offering a detailed or ,specified plan for For'; Lincoln qualifieat ion a 'id ael,',-,:ement

plan for several reasons. The state of the art of preparing performance critert

for teachers is not fully developed and what does exist is not readily adaptable to the

staffing concept and plan for the Fort Lincoln system (tudil:e the tested performance

objectives in the Educational Plan which were available for students in the elementary

school). More important, all studies and treatments of the subject and certification

and advancement of tfachers recommend strongly that the teachers themselves in

eonjuned.on with school administrators and laymen participate in determining the

competency lexcls required for such plans, It is also highly recommended that

such groups continrously assess, review, and adjust criteria because there is little

doubt that criteria guidelines may become as rigid and ,estietive as course r t2-

meats, perpetuating a status quo rather than encouraging the dc.xelepment of new

kinds of teachers needed for schools now and in the future. This point is particularly

relevant to the Fort Lincoln School System which is designed to be flexible, adaptive,

and responsive to changing need:. and situations.

Investigation of the alternative of university flexibility in awarding

credit or recognition or work. and independent study experie»ec3 as well as co-,Ju;c-

tfiking also indicates that a he:Ilthy trend is beginning but is not yet fully developed.

The work that has been done in this area has been mainly in relationship to the

development of career haders for paraprofessionals. In the Washington, D. C.
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area, 'Federal City College, D. C. TeReLcr:.-3, College, and the Washington Technical

Institute hixe to date demonstrated the most flexibility ard interest in participating

in this type of program. As the planning for the implementation of the First Facility

at Fort. Lincoln gets underway the Special Projects and/or the Staff Devel-

opment Coordinator should be-in to negotiate with these and other institutions of

higher learning to explore the possibility of gTarting academic credit to the entire

staff at Fort Lincoln for participation in special staff development progrtms within

the system (see Section 2.S) and for pursuing independent study related to the

function r of the system.

At this point in time GLC offer, the followii;g rmge of educational or

experkincc criteria for Tialifying as a candidate for each of the Fort Lincoln staff

positions in the First Facility. They reflect the philosophy of the plan and the open-

ing remarks of this scetion of the report. They deviate somewhit iron strict Le, :i1

of Education and Washington Teachers' Union rules but they do not cornpAnnise the

educational standards expected to be met by the Fort Lincoln Schools.

TEACITEll INTEI1N

(min.) o TWO years of college phis two years of non-certified teaching experience
(e.g., parochial school, Montessori)

Baccalaureate cicii;rce

o M. A. T. degree

(max.) o Baccalaureate degree; eligibility for certification; no toitellir expericice
except for student teaching

149
2-111



ASt-10C.t:ATE TEACHER

o Cerlifii..d teacher with at least one year of classroom exp..fierce and in the
process Of developing- an arca of specialization

Recent graduate of Teacher (1_orps program

o Two yen is of college plus five yearn- of teaching in private or parochial school

o Baccalaureate degree with two years of teaching experience in Porte Corps,
private or parochial school; participation in special institutes, workshops, etc,
concerning an area of specinlization

Baccalaureate degree, education cou'ses, informal teaching experience, five
years of professional experience in fields related to teaching (c, g. , textbook
writing or editing; curriculum development; training program design, street
academies)

deAreable for all of above: experience in non-graded schools, team teaching
and/or individualized instruction)

MASTER TEACHER

Certified teacher with five years of teaching experience and credit towards
a Master's Degree

o Non-certified teacher with Uve years of teaching experience, a Master's
degree in subject field.

o Baccalaureate degree, three years of teaching expel'ionec, three years of
teaching ezpericncc, three years of professional experience in fields related
to tcehing textboot.. critit,T, or edit developincitt of instructional
materials; train' 'ug of cdt,r2.1tional personliel; school system planning; research
work on cducatiw.11 problems)

(All of the above should have the following additional ell alifications;)

Experience in team leadership either in school or private organizations
(ability to recognize and use resources of others in an effectiv and i armonious
fashion)

o Competencies in Iwo areas ): specialization (e.g. , math nal science; langr.-tgo
arts and remedial rcadi-,g; ;goa l studies (111(1 emit y n;:ltng,

o Know1c1:,,e of theoric;: and practices f individualized in.structiont
and prescription; use of pet:form:1m c objectives and criterion test ;terns, (t.)
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STAGE AS:77,iS'I'AT.cri

achool diploma or cquivilunt c.vo working toward G. E.

SC1I0OL ASSISTANT

o Sixth grade reachrg level

ADMINISTRATIVE COOltDINATOTi

B, A. , preferably in liberal arts, not nce'ssarily in education or business

(Should also have the following; :)

Experience, as an nchninistnative ns:;;strut or administrator for "profcmsionals"
in places like Federal Aviation Agency, National Institute for Mental Health,
Upjohn Compa»y, hospitals, etc., or in social service organizations such as
O.E.O. , Teacher Corps, Prace Corps, etc.

o Experience with inventory control, purchasing, elimination of red tape and
forms and paper work

Experience in preparing, assisting in preparing, or accounting for budge.s

o Background or experience in PPE - mortal erganLations

STAFF' DEVELOPMENT COORDINATOR

o B.A.; 5 years teailing exp-2rience. Graduate study (15 credits plus) or
degree in field rela'cd to supervision, teaching training, human relations

(Should-a' a have any three of the foIlowintA

Two years experiene2 us team leader with M. A. T. or Teacher Corps program

o Two years experience as team I-2ader in an epee -plan school using team
teaching and differentiated staffing patterns

o Universif.y liab-ton between school of education and school system place-
ment, supervision and evaluation of te:,cher f rainees in clinical experiences

Experience or skill in translating Joh r.:.'quirmerts into or:11c;ii!on:11 tr:tinft:.;
requirenn..nts

o Experience in desi;;nir nn:,1 implementirg teacher trainiog or st.Iff developincnt
pro;;.ama (e)aid N.; far inlvdte educationA coNsnItirg fi U, ,

Peace Col ps, conummity-controlled school syr:trAml

2-1 Itt
151



o IVIVOIVCIIICtit in, and C:111:thilify to 11:11101C bASie and adVaDC'ed human
rclotjons lalyn-otory cYperlioices':

IlEl)lA C`,001.1l)117.A`f011

o A degree in Library Sc! mce,spcciolizatico through study and/or experience in
elementary school. level cur tier um, andiovisoal and prtnted esouvoes,
and Caracteristics of students

(Experience should includo;)

o Previous responsibility for organizing a libiotry or Ilesource Center for school
or coromunity

o Formal training in g,:aphics production ani display

o Familiarity with computer applications in library science

o Working knowlcdg,e of opeation and simple maintenance of audiovisual equipment

RESOURCE COORDINATOR

High school diploma

(Should also have the following,:)

Experience in community development in Community Action Agenoy, VISTA,
Peace Corps

o Residence in WaslAngion, 1). C. for 2 years*

Service in puLlic schools as an aide, volunteer, or PTA member *

o Experience as a staff member in summer or after school educationaI programs
for children where making contacts with local resources and scheduling were
part of job

Experience as a staff member in a commonity recreation center

o Experience in operating a program using volunteers (e.g., tutoring, recreation,
field trips) where olunteero. were received, trained, and assigned tooln-o

* Required qualification
$* Required quAificat ion plus one of the others listed
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The above qualifications are initial entry requirements into the Port

Lincoln positions. They should assist the recruitment loam nod selcetien committee

by delineating the pool of applicants to be considered for positions. As stated in the

recruitment and selection sections of this report, personal or human characteristic's

consonant with the philosophy of the Fort Lincoln plan are also to be considered in

determining the choice of staff, Section 2.1,5 describes the activities and respon-

sibilities attached to each of the positions, L e, , the areas of competence that staff

members should be able to demonstrate, The Phase I Staff Development program

attests to the fact that the planners do not ,-.xpect that alI staff hired will be able to

function in alt of those areas of competency until they have goon through a period of

formal training. The activities and responsibilitic.. listed, however, should be a

starting point for the development of the performance criteria for staff mernbors'

ratings and advancements. The procedure recommended for developing those

criteria is to establish a task force chart;ed with the development of the skill levels

peculiar to each position, methods of measuring those levels and the combination

of requirements which staff must fulfill in order to receive a salary level change

or move from an assistant to an intern, an intern to an associate, etc.

The task force should he made up of teachers, assistants, the Staff

Development Coordinator, the Fort Lincoln Projcet Director, a Teachers' Union

representative, a D. C. School System representative from Board of Examiners,

and consultants from univen,ities. The task force will have to rel. to to and inte2Tato

its procedural recommeadation with the staff evaluation (s;eo Section 2,2), arid

staff development functions (nee Section of the system, it will have to consider

the university-liaison relitionship5; available for ollerirg additional training and
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bestowing credit, and recognition of experiences in the system. At the end of this

section of the report is attached a set of performance criteria developed by the

University of Pittsburgh for teache s in an inclividualizcd school and an exanTle

of the kind of rating which could be applied to performance standards which were

developed by the University of Georgia for assistants, teachers, and specialists.

Attention must also be paid to defining the terns tcl,:porary, probationary, and

permanent teacher in the Fort Lincoln context in a manner not only meaningful to

the Fort Lincoln operation lint also of value to the teacher and to the system for

mobility throughout the system should service at Fort Lincoln terminate. The

task force should have developed a tentative plan for position qualifications and

advancement by the end of the first nine months of operation of Fort Lincoln. The

plan should be reviewed and approved or altered by the entire staff, the Board of

Education, and the 'Washington Teachers' Union. Once adopted, the plan should

be reviewed annually for its continued relevancy and appropriateness.
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lov.' is the hey to the ratings of the Georgia Modol Spe.2ifitlions

on the following pages.

CegnitivP

1 - Knowledge

2 - Comprehension

3 - Application

4 - Analysis

5 - Synthesis

- Evaluation

Affect e

1 - Receiving

2 Responding

3 -

4 - Organization

5 - Chnracteri za lion
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3.07.01 !;:tt)
content c f

3.07.02 1 tf..,t.:(1 to 11-e

concept, (t;,.A.,

5

4

3

3

2

3.07.03 ,ur.:cs c.-mupts. 1 1

3.07.04 v. u, and
3 3

3.07.q5 it I.; eorttc, 2 3

3.07.0r. N11p,1-.!..t,lc,.., t-,1.111, 3 4 1 2

3,07.07 P;in',:ry tIc
3 5 2 2

3.07,12.3 to.ct:c..1, 1 C.O.,/r11!;11,7,1.t c.11fr.:!C,i; ch. 5 2 3

3,07.G9 T ifet 3 5 3 3

3.07.10 ltcr,u. to aff 3 f; 3 4

3,07.11 'type; 3 5 3

3.07.12 CLo,;,., r. (two
1 1

3.07.11 f r : ur.!
, I1.1 r!. 3 5

3.01.11 Of 1 PP. ; 5. ,t
1 2

.1,0 /AS 3

1
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I

I

I

I

C11,ra:!.1 tic terei

3.07.18 Ir:Arni:tj ritccc it ,NY,..-r,tt

cor1,-,1..r;.: :1

.1.07.19 Tyr., c

1

3

3

3 2

2

2

3

3.07.2(1 ;11-.1

curi!s' Ciiii c]-1 3 5 3

3.07.21 1.,:111.;..ptr.5 fo!
0.1t1

3.07.22

6.!

tl

3 5

proz-'sJ iu ccric i y. 3

3.07.23
tii 3 (, 1 3

3

3.07.25
c.rn 3 5

107.26 n ; 'rt

3.07.27 irt

3 4 2 3

practi.. 3 5 3 3

3r.i'L te:,(1:.:ii; 3 .1 1 3

3.07.29 0.!cr.i.,
(.

.1%

3 7 3

307.:) 3 (, 3

3 5

," 3

3.0/13 , .1,1.11. .1: 3 5

3 07.7.1 ( 6rht; aric;"i
2 3 5
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11.

This section of the repnrt is an opefatirg ina,,ttal for rat ion of the

edueathmal p..,ogram to 1)0 used by the staff of the Fort "Linoln First Facility.

Specifitions arc (Totalled re;. lin; infor2nation flow, storage, output, time cycles,

staffing provisions, authority and responsibility proviions, etc. It is recognized

that every conceivable procedure has not been identified and every coneelk-ablc need

gratified. In fact, some of the prc:-_edures n-iay better he addressed when the

faculty is brought together during Phase I training. This would include completion

of selected sample forms for thorough understanding end identification of required

modification, But it is believed that the elements critical to installing a flexible

system are present, and will permit the gi:owth of policies and procedures which

will serve the particular needs of the Fort Lincoln Schools.

Several of the administrative sub.7ystems des cribcd here will also apply

without much change to the comprehensive program, Among there are accounting,

budgeting, and personnel records and payroll, It has also been possible to ideally

areas requiring modification or new procedures when the comprehensive school

system becomes a reality. These requirements are addressed in the Comprehensive

Pier.

The elements of this manual rerresc.nt time combined thinkim,; and ve^tions of

many people outside the Cencual Learning Corporation, We are particularly indebted

to the members of the central administrativc, office of the 1). C. Schools v,ho

in 111c ,r1c.\ cloHr,cmi. of Vi-w, S!.iff of Ow !1)(1.1:ti Prok,c1;., Divh;ion and

school admini:rtr.itors 1.11;2i,livcly ,,,rovtit:, r,r:,.1;,r.,:e 1:,.1 1,,

182
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Itcedmiy, there have been substantial improvemoris in the centralia'd

purehasin:r, hur.1;,,ting, and aceminting operal;on::1 of the D. C. Schoo, is they

apply to local school adininiLltration, Asa result, the tiesil;n work of GencrA

Learning was made easier 12ecause of the direct incorporation of some of these

new procedures into those developed for the Fort Lincoln Schools.

The user will note that there arc many forms in this document entitled

"Public Schools of the District of Columbia." These have been incorporated

directly into the manual because of their appropriateness. The forms in the

Accounting and Procurement discussions reflect designs of Gen rd Lcarnhz,

and v.ere developed to he compatible with the central operations of the D. C.

Schools after appropriate suggestions and reviev; by p orsowool of the D. C.

Schools.

It was paramount in our design efforts that on operable s:, stem be devek,pcd.

We are grateful fur the guidance of the groups mentioned shave in seeing to i::

that this effort resulted in a realistic approach to a rnar:Igenlent scheme for a

semi-autonomous s:..11(-,1 ::ystem.
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3. 1 Stud:2nt

3. 1.1 Introductior.

Information regai.dirg the composition of the First Facility student

body should be known as early as p ssibIe in order to plan efficient start-up acti-

vities. For example, a student body distribution radically different from that pro-

jected throughout this plan for each of the stages may require adjustments in the

distribution of staff members and their competencies. Or, data gathered during

registration on the distribution: of student vacations may show that some of the

early assumptions concerniag this factor and its effect upon student loading and

staff requirements were not well founded. An identification of the student body

prior to the beginning of the preservite program will certainly he necessary to

develop daily procedures. Therefore, the procedures and forms for Student

Registration should be prepared so that the actual registration proci!ss can be ;in

in April of the Spring preceding the opening of school and be completed by mid- flay.

The following major rquiremet-As provide a useful outline for

developing procedures, and are has; d upon the assumption that the First Facility

will open in the Fall of a given year.

o Target area students are identified - the beginning f:,f the Si ing

semester prior to the opening school

o Special Projects complete.; icknlification of target population

students for the First. Facility -mid :11a'il

o Special Prejnct,,, contact:; the parents of the identified First

Fatilty tar,[t. p.,y11;ition In LI .'cluc;,111)11;11

de:ii;;,1 of ill; f ir. t Facility - cnil or Ain

3-3
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a Special Projects ;,taris registration of First Facility students -

end of April

o Special Projects completes registration procedures and identi-

fies700 First File] lily students mid-Nay

3.1.2 Registration Process

3.1.2.1 Identification: of Target Area Students

Since the housing facilities for Fort. Lincoln New Town will not

be complete at the time that the First Facility opens, students will come to school

from other areas in the District. The target population may be c:efired as all of

the students \vithin certain census tracts, as identified in the GLC Definition

Report, within abc groupings which satisfy the stage level distribl,tion defined in

the Education Plan. The population could be composed of children from some

selected areas and some volunteers, or it may in fact consist exclusively of

volunteers. In any case, decisions regarding the entire student population for the

FLNT First Facility must be made by the D. C. l',eard of Education prior to begir-

ning the registration process. The result of this decision will he an idontification

of the census areas from which students will be reassigned from their present

schools to the FLNT schools, and/or from which students will be invited to volun-

teer for the First Facility. Another alteflative would he to a<'<-,,pt volunt.rs

a first come, first served basis within the age grouping.

3. 1. 2. 1. 1 Identi ficat ion of Census arms

If the Poard of Fd.1(-,tion that sti),:at:; for the First

Facility will either he re(Hird to ;Mend Frctii.ie (.(!) arc:1: b.1.,.illov.cd

to voluLfeer from those anew;, oC mu: t ht. nolir-d

3 -I
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as possible. At the time of notification, these parents must be assured that there

are ho foreseeable plans to redistrict their children a!2;ain once they have begun in

DENT schools.

After the policy decision is .:10e by the 1). C. Board, Special

Projects mufst study the staisties to detennine how close the composition of the

anticipated p.tudent body will be to that for which the plans were developed.

Adjustments ma then be made in the census areas from which the students will

come or in faculty assignments. The numbers of students within each age group

will be known ft um a study of the population of the census areas.

3. I. 2.1.2 Volunteers,

It will be more difficult to assess the initial composition of the

student body by early Spring prior to the opening of ;..chool if the students ace largely

v"Aunteers. In this case, :11' .2c:tat Projects will complete an initial survey of the

r.o;;ential volurtt, pop:Anti 1.,o ce.orinfrie the nv_Nim,:m mimics of 511:1e:Its that (.-ari

he e:<pected e.,.ch of the stages. If the nuvnber (xcces the projected dist ribu-

Lien, then pro:.cAlres niu:t he developed to (leek:a among the volunteer. Ono

ihlc prc:c (Hoye is to opecate on a first coke, first served basis, which int::: net be

snlisifo21.-dly t,i some resident :; in the co]mounity.

In ;my event, Spccinl Projects nv,rzt prom cci within the 1,)olic-

guir7eliniys est:Lblished by the Tloaed of Edw:ation, so that the C-1:,L'S arm's frorl

which t c popultion ui11 canes, either 6eleetu or volorteer, mill I.i idcntil:edl)v

April 20.

3. 1 . 2. 2 Contoetio:.; r:(rents

Attet the Ii r,;.1 pepul:oion ha\ c tip' cp,11 lyrojecl:;

nitHt '1., in a do,ril,:ior, of thy tin'
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Pcogram This doscripiiou wonld not 1.42 as detailed n,c; thit fonmi in 1he

Iiandhcok, but would di;:etis philosophy, objectives, opportunities, and eNpectalions.

The purpo.Lq; would he to provide parent:3 !MCI Chilar.T1 With a for Clecitlin

whether to enroll in the Fort Lincoln School. In addition, it may prove v,':yrtirwhile

to have one or more public present:ition disco the nature of the Fort Lincoln

School. At such Lat.2t one of [he newer operational olcments of the Fort Lincoln

Schools should be presented -- the molter of open selection of vacation time. This

information will provide parents with a basis for planning fain';, activities, and

must be completed by the end of AF, it in order that re;Istration enn be.',.;in on lime.

3. 1. 2. 3 Registration

3.1.2.3. 1 Information to Parents

After parents are contacted, Special Projects \rill begin re-

gistraticy. by senciin; the follov,in:.; information to the parents of all potential

dude rats:

9 Dates and location of registl:iiion activities

o i/equircini .ts of tur,..-nts ente:cin',.; school inf the first

time (St-,12,.e 1 a.-al :3;9To 2)

o Oppi)rtunilies for free limelt

This information lust be mailed sL) thAt rceh--:tration c.;;I Ic

CorPpllNI hr mid--Slay prior to the openili.,2; of seliocl.

3. 1. 2. 3. 2 p co;.;

COINC:; to So:11,01 11C V:III

nIt'Y nod 111rw'n.:!tioll 141)01q R'n. 61l!, ft`r

(hole,,,! a :11.11(1 inay be, tian, levied fill a,.o1'101. m n,

187
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the pacn1 will complete form 61 l. At the salno limo, lie parent v ill he asled to

indicate voe;Cion preference for the first year, The forms will be completocl at

the time of rc.:;istration, atld the data will be comJilud by the Port Lincoln Now;

Project Director. To coni)>Icte procc.d,trey;

the parent must britv; the record of ,5mecessiti1 vaccination and the birth certificate

to school at the time of rcgit.;tration.

Form 216, Transfer of 1 :tails (Figure 3-3), twill then be com-

pleted by the sending schools, and copies of the individual records of students will

be requested fruity these schools. Inforinr,tion i62ntifyiwg transl:ir students will

come from form 61.1, or from any addil.ional forms which mey be designed.

Whott all information has been collected, a ro.,tcr card (Fi1pire

3-4, form 573) must be completed for et J_;11 studfnt, and Spy. cial Projects must

prciyIrc the information for use in Phozo I of the trainiug pro;;ram. A modific;nion

to the roster card trill the fecorclin,; of informf.,tion regarding

student selection of vacaticd tirue and the (1:lys of the woch, he tvill attend schunl.

This infounation can 11'211 be used to provde n bask; for the pre,-Iltlition of chta

discusHcd in 3.1.3.

3.1.3 Information Display

The ri.k..tration p,,,oecs will he designed so OA. informalic,n

at that Illny 1)C staff illelliherS to acquaint thcirseulves v ith studcr.t

d.,;tu: ago, In.mily plc' loos school records, etc. Also, in:Aioned

earlier, data con.,,:iled in the late r.pring rc:.;;trclin;; aico distrikution can he 1.[-.,ed

on tiny 11::11:11; (7.Th.(.., for adjustinz, the di Aribution of stall: cue:obeys

su.,poot

s of aila rega rdio; di;;It11,ution of ;Au' '!;,.:; ecro:;-;

.1A ..;'.("..0oulti tu-oultil. Tim follow-in:, :ore t onnrp1 r nI the,, di -pl.,
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PUBLIC :_,.'Cj-IOOLS D1S1-1..iCT CC.)LUV,FI.A.

ROSTER CAF;D

Lc-1 rir,d
1

1.1114

Pupil's :e.--zs Ithcno 1up:1's A(14.1:.:cH3

cf.

Oceu.;atio:1

1
Rehstil 1,iorl Occ.op:ti.

Test Ilcsults

Bus.

Bus. Adjrcss

3nstr, Intr.
Lev. Arith, Lev.

ADM1510:`:

lcj
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1)1ezi!'c dkat 1)r.21(.1.,.; ihe 1

tii child For \-ac;iiion.

(FN' flp.

Jan
Fel)
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Due
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Chcc.1-: it

rcLLry
Dy C::. -
Lunch

indieLte bolux the 5 (1;,. s 01 th:.
wecl: 01 which the child plans
school for a giveti
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o A lic.nd count of all students within cash stage, compared \dill

the anticipated number for each stage. This information would

be used primarily by SPI) and staff in modifying recruitment or

assignments;.

Stage T Stage '? Stage 3
Age Groups 3-5 5-7 7-9 : 9-12
Anticipated
Registration

Total

Boys Girls B G B G B G

o By utilizing information taken from the vacation request, the

following display W; I indicate the extent to which assumptions

regarding student leading V."OrC reliable, and will provide a

framework for establishing staff vacations. The difTlay is

developed by subtracting the numbers of students rcquesting

vacation during a given month from the total number of students

registered. This display Nvozild be used primarily by staff.

Montt;
Actual Student

Loadir,l;
Projected LoaCing

J FM A M J J A SO N I)

o Initially, it will be useful to ask parents to anticipate: sted...nt

use of the fi,cility on Saturdays so that a project may be

made for at lea: ,-t the first month of selloel regnrdip daily

loading of students, As operations hc;.,-,in, more records.

should be maintaii.cd regatiiing the titnn'oer of stud,i,nt!, avir ac-

ing daily for in.-:truction nail other activities,
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I

I

I

I

I

I

For food service plannivg, information should be. displayed.

regarding the nunlber ; of ii Merl s iii each stage requiring free

lunch. This information would he used in negotiating and plan-

ning with the food service supervisor.

co Information about the nninber of students in Stage I can be used

for plmaling and negotiating with the transportation supervis.on.

191
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rcna - (.12

PUBLIC SCHOOLS OF THE. DISTRICT OF COLUMBIA
APPLICATION FOB FREE, LUNCH

(NAME 01 Si'.I10(11.)

1 Application !Irt.hy Mad(' 'fut. free school 1uiiehe for ..... ....

(Nlom.., of Chilir.n AtIcilaing Abort Sc'hool)
ns 1 am unable to provido Innehes because

.. )

2. Nnuies of l'en:ons in 1foliAlw11 (['?on-e Print). List "]lead'' of llows(,hold
Nticah.'?

Last Noma First liarr.7., Initial Age

1.

2.

3.

4.

5.

G.

7.

0.

30.

Ad Hess

(Ti.;e1, Nc.;,'.,...r))

(Street ::nd N11:1)7.)cr)

3. z.l'otal incont of 11on,,Aol.1 ......... ..... .......
Aniciant ruo ivell from :-,nlitry or vv,gcs

ant,..: Of IN'a;. Iltrners:

Nate:,

Am (11111t 1'voi1((.1 fr())111)111111C AS.1--1.6-1111('0

A11111110 l'('(.1:11'1111.1.(1111 (1101;11,10y:114111 ('u1111..
.1\111wHAI r, ceiva trvul Sc..7.;11
Almond f tom otlwr room., .....

Figure 3-1
:1-

(Ap: rt merit I;or.,1.),_:-)

E1- ^:y Two
17ccks
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APPLIR!AN'.1"8 CEUTIVICATION

I declare that the above infol illation is entirely correct with the full 1;nowli.A.;e that
should any of the:,:e statements be found false tho.needy lunch for wl.;...11 this application is
made may be suspendol, I further understand that 1 must report all subsequent clttc ,os
in family status, occupation, ()I salary to the 8chool Principal. 1r`aj 1.ire to report such
Amigos may also result in sm,pension of this privilet;e. I hereby author ire any verification
deemed necessary to suhstantiate the information submitted.

I submitted an applkalion for free lunch last year yes no El
(please itulicat)

(Date) (Signature of Parent or Guarc',:s:1)

Principal's ecrlifleMion of need for free lunch and :daternvnt of resons, other then uonom:e, of child's need.
Please note names of :if,clIcios woring \vith child or family.

Approved Dis:Ipproved

(Date) (Sign lure cf Princdi,a1)

...... - ... .... -

(Acldri:s of DI)

FiRurc :3-2 cent.

3-13
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Form 21E,-nev. PUBLIC :3CHOOL:5 CF TN_ Dr3TRICY OF Cot_Umiw.
T17,4.1,ri OF PUf'll.`-i

Pupil's Name -
11,s1 Tit ra

Grade . Section _ Room Date of birth
a.

Acidre,,s (old)
ArldreY; (new)
Tranoferred Loin to

School Sch,.o1

Date of larL attendance _Date of tranofer

Instructional Lovel: Rcailin4;
Rending Text

(hoets I and 2 to be dclivcred by pupil
to Receiving School) Signed

Arithmetic

Shoot I

F_

Yerrr

Vote to receiving school: Fill in below m,id send to the Dero.ilment of School AttorAiince
The pupil was admitted. on

Year
to the _ _ School.

ORIGINAL to PUPIL Signed

Form 21-rev. lcs PUBLIC SCI-100t_3 OF THE E DI STR IC T OF COLUMEHA

TRAN.:;171:i2 OF PUPIL3

Pupil's Name
Lui! Fur

Sheol 2

Grade Section Room Date of birth
too. Dy Yclz

Addrc:s (old) _

Addre:s (new)
Tranaferrod from to

Schaal Saco:
Date of last attendance .Date of trail:4er

Instruction:I Let-I:
Readit,g T,xt

Arithmetic _

(Shect 1 and 2 to be aclivorod by pupil
to lb ing Schoen Signed

-c

Z;:ul.2 to 1(17.,',1;l:lg ftli in be w iind ond to the Ti.noioirim: Sehool.
The pupil was admitted on

Guy Yvat

to the School.

rirau CIT for CtilDENTITiL3

1.1:;tive
3-1

Sign, ci _
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Form :1C nev. SCHOOL fl THE DIES,IRIGT OF EOL_UHIHA

T1AI-11--Fit OF PUPIL'S

Pupil's N urn/.
LCSat r1T9i

Grade Section Room

Address (old) _
Addtess (ncw)

Sheol 3

Date of birth
Day Year

Transferred from to
Schr.I Fac,a!

Date of hrst atte since - . Date of trrinsfor

Instructional Level: Rerding Arithmetic
Reading Text

Signal
Pme,ra!

Shutt 3 to a si-nt by Transferrin71 Schcol
To ATTLNDAlit.-.E. LE r

21EPsv. F PUOLIC SCHCOLS CI' THE LH:.,TRICI OF CoLUNDTA
TRANSFER OF PlJPILS

Pupil's Name M_
Last Fas1

Grade _______ Section Room Date of birtil

Sheet 4

Tezr

Address (old)
Address (new)
Transferred from to

Eche :1
Date of Ivst otterance Date of tranatc-r

Instroctionsl Levci: Re ailing
Reading Text

Signed

Shed 4 to be
ill.:TPINvt) by PilItiCIPAL of Trensf,:rcing

Fillito :3-3 coot.
:3-15
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3.2 Student

3.2.1 Introduction

Attendanc, record keeping will be complicated by several factors;

relatively free movement of stuckmts throughout the school; activity and attendance

options; an irregular day and school week; and legal requirements for control,

responsibility, and information. The objective of the procedures described in this

section is to provide a system which will require a minimum amount of record keep-

ing by students and paraprofessionals.

The implications for safely moving students throughout the facility

and activity and attendance options will be discussed in Sc.ction 3.3, Student Safety,

Security, and Supervision. :a this section, the minimum requirements for attendance

and record keeping \Sill be identified and procdurt,I requirements and responsibilities

will be specified.

3.2.2 Attendance Requirements and Record Keeping

3. 2. 2. 1 Requirements for Minimum Attendance

In summary, the Rules of the T Icon:1 of Ed:Tulip:11 require the

following attendance patterns:

o Setion 14, paragraph 1

Al! D. C. residents between the a:2,es of seven and si:.tecn

shall be required to attend school on a regular basis, be

it private or pu')lic schools.

o Section 1,1, paragraph 2

Any child between tie a:;o:: of fourtccri nail :;.ixtcm v.110 11:4;

111111(.5; fly (hr. ',Odic ;-.Ty1.1091;. c)c: Hut. (if rolviril,io. v.11111,71.1...cd
_ . _ _

Ity 11,t of y I a, I tu;;),
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comPktud the c;ghth grade course of study or its equivalent

may 1),, excused by the Superintendent of School: from fur-

ther attendance if Lc is arAually, Iawfullv, and regularly

employed,

o Section 11, paragraph 9.

An accurate daily record of attendance sirdl be kept on all

students. Students arc expected to attend school for a

minimum of 180 days per year.

It is recommended that the student attendance requirements and

central record keeping in the Fort Lincoln Schools be the same at those for the D. C.

Schools. However, even though there are no minimum attendance requiremnento for

any students in Stage 1 (ages 3-5) and for very few Stage II students (ages 5-7),

it is recommended that the attendance procedures dc?seribed here apply to all stu-

dents in order to generate student loading reports.

3.2.2.2 Record Keeping Forms

Forms which will permit teachers to analyze the attendance

patterns of students in their str;gcs will he dcsil;ned durhig the implementation phase.

These forms will he designed to permit time central achuinistrati,,n to analyze the

overall attendance patterns and to make whatever adjustments are suggested in

building or staff utilization.

Forms generating information which will permit monitoring and

eyaluatin,; attendance proacclures will be adapted from the following information and

related fornni required by the Schools:

o Daily attendance recor.'A. of individa;ti ;;todr,ik (porn ,-0;.;

Figaro
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o Monthly absence of individdal cuts within each building;,

to be submitted to the P. C. sc10,48 (i;'orm 59, Figure 3 -P)

o Menership informatic for individual buildings, to be

submitted to the D. C, Schools as requested (Form 19,

Figure 3-7)

o Monthly pupil enrollItimt, to be submitted to the D. C.

Schools. (Figure 3-S)

The existing forms might be modified to satisfy both current

D. C. and Fort. Lincoln School needs.

The entire attendance record keeping operation will be the

responsibility of one of the Fort Lincoln central office clerk-typis'.6. She will

monitor those reports that ar.: completed and submitted to the school office period-

ically, collate data, and gene rate reports internally to staff and to the D.,-partment

of Pupil Personnel Services and Statistical Office of the D. C. Schools.

3.2.3 Procedures and llesponsibilitica

The framework within which attendance be recorded is

described on pages 3-193 to 3-200 of t his report. Plsically, the

attendance record keeping; v ill be dependent on having student folders in particular

places at different times in the school and on teacher at-:;i:1;,rts who will record

attendance information.

The attendance 9rocanres are dctcribed below:

o Alter a sttAIN-t, schednle is ti:veloped, and with w.cli

sa:;etnient change, a copy of the 1:Npi,,etcti Alt eri.laneo

Sehcdule (see this report, cperat ions, p. 3-2(m) will

199



be filed in thu student permanent folder, stage folder, and

subject area folders,

e Student stage folders be filed on a we,.!hly basis (or as

frequently as stuff determin...$) according to expected :arrival

time of students. A periodic check of the file during the day

will indicate those students whose folders ha. c not been

removed and NS ho may not have arrived at school according

to schedule. Within 15 minutes after ex-peeled arrival, a

teacher assistant will notify the central office that a student

has not appeared at school. The extent of the follow-up must

be determined by staff during Phase I of the training program.

At the end of the student day a check of the stage folders

will indicate the extent to which students have completed their

expected schedule.

o In addition to the daily reccrding of studcnL attendmee, there

will also be a need to have intermediate attendance monitoring

throughout the day in order to control and safeguard student

movement and to ascertain the e:.tcni to which students 110

adhering to commit:rents.

Intermediate attendance ran be monitored by identifying an

individual in each subject area in each stage who will notify

the Stage Representative of any deviations from the exl,ected

nude schedule:;. The Slage Representative will conduet the ncec;-:,:ni,k

200
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at; determined durinr; the. piwse I training progrNyn.

rrwo Speei utterdmice forms, Letter lo Parent or (lwrdian

(Form 20, Figure 3-3) and Abence TnveFiivijon jlequor,i. (Form 57, Figure 3-10)

have been provided which may be useful in furl her specifying procedures.
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rcny 10
ro,v. 1'U1TLIC SC110:ThS (Yi;' LW, CG.I.UMMA

To Parent or Guardiai:

Your attention is ::allcd to the fact that

School

Wx;hirq,,ton, D. C. , 19

M P.M. ,taro A.M. P.M.

(Name et pupil)

was absent A. at school on

Regularity in attendance and punctuality, 'n arrival, arc or great impwlance in a child's life.

According to the rules of tl-te Board of Education all CNCII!;CS for absence or tardiness must he in writing.

Cooperation on the 'art of parents or guardi;ms to prevent absence or tardiness will be appreciated, as

regular "ttendanee is a requisite to good scholarship.

As a matter of informaiion your attention is called to the extracts printed on the back concerning the

Conpulsory Education Law and other laws passed by Congress.

(Reply to the Above)

To Principal or Section Teacher;

Respectfully,

Principal

Please excuse for absence or tardiness on
(Ninc of pupil) (Date)

The absence or tardiness was due to
(Give rc-}sons)

LC.3

Figuen :"; -9

3-27

Signitui : f r:,ront or Cti;rdi
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F

SiseT:oN 1. Every pareni, guardian, or other person residing
pcnns or temporarily in tho District of Columbia who
has cuAudy or control of a child between the ages of ssiven nod
Eixt con :Tars shall cause said child to he regularly instructed in a
public schiool er in a private or parochial school or instructed
privately miring the period, of each year in which the public. schools
of the District of Columbia are in session: ProciVcd, That instruc-
tion given in such privatc, or parochisl scheol, or ptivately, is
deemed equivalent, by the Board of Education to the instruction
given in the 1)121)110 eboo1s.

Snc. 2. Any child between the ages of fourteen and sixteen years
who has completed sitti.'factorily the eighth-grade COUHO of study
prescribed for the public elementary schools of the District of
Columbia, or a course, of study deemed by the Beard of Education
equivalent thereto, may ho excused by the superintendent of schools
from further attendance nt school under the provision?, of this
Act, orovided he is actually, lawfully, and regularly employed.

SEC. 7. The parent, guardian; or other pers,cii residing perma-
nently- or tempotroilv in the District of Columbia and having charge
or control of any child hetween the ages of se.Nen and sixteen years
who is urhivfully absent from piddle or private school or private
instruction such be guilty of a misdemeanor, and upon conviction
of failure to l:ccp such child regularly in public or private school
or to cause it to he regularly instructed in private, shall be punished
by a fine of SIO or by cominitrucnt to jail for (Ivo days, or by both, at
the discretion of the court: Pru Necl, That each two days such
child remains away from school unlawfully shall cens.:itute, a cops -
rata offense: Provi<7:t1 fat her, That upon conviction of the first
offense, sentence May, upon payment of costs, be suspended and the
defendant placed on .iirobation.

Because Congress malkosi its yearly appreopriation of funds
to our public'. school syatem on the 11;1tik of average daily
mernbc'slrip. it is of paramount importance that pupils be
regular in attend:met'. It is ot. only a duty but an obliga-
tion of the parent in guardi t to sac that child attends
school re..r,u/arly.

Figure. armt

:3-28
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3, 3 stoocm Safety. security, and suporvi ion

3, 3, 1 Introduction

It will be more difficult to monitor the whereabouts of students, especially

in Stages I and II, in the Fort Lincoln First Facility than in conventional schools

because of their freedom to use Special areas and a physical environment which

encourages exploration. There will be variations in safety procedures across stages

to meet the needs of students of different age groups,

Detailed proc.edures required for supervising the facility and those who

use it can be determined effectively after the program is in operation. It will suffice

at this point to state the minimum staffing and control requirements for the First

Facility, so that this information may be reviewed by all appropriate personnel prior

to its distribution to staff in Phase I of the training program.

The general philosophy of the staff should be one of total concern by all

adults for the well being of all students in the building. This means that clerical and

custodial staff, older children, and community volunteers, as well as the professional

staff, will assumethe responsibility for the welfare of all students.

The procedural guidelines discussed below will address three principal

areas:

Constraints

Monitoring Techniques

Administrative Responsibility
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3.8.2 Procelural Guidelines

3.3.2.1 Constraints

The Washington Teachers' Union contract details the pc.csonnel

who may be utilized to provide for student welfare:

e The use of teacher aides as substitutes in case of teacher

absence will usually be ave ded, but graduate students

from local universities can assume this i-ole.2

To ensure pupil safety, the teacher must supervise students

1) on the playground, 2) in the hells., 3) on staircases, and

4) in the lunch area. In this supervision, teachers may be

assisted by teacher aides and school assistants when

available. 3

o Non-teaching duties for teachers are to be chminated as

soon as possible,
4

e Because of the accessibility of certain areas and the encour-

agement of free student movement, special efforts must be

made to see that special areas of the facility, such as the

swimming pool, roofs, and boiler rooms are open to

access only when a responsi!;le adult is at the location. 5

3.3.2.2 Monitoring Techniques

Closed-circuit television will be used and particular pc:rsennel

will he designated to secure personal welfare.

2Agreement between the Board of Education of the District of Columbia and the
Washington Teachers' Union, January 1969 - June 1971.

31b10. p. 20.
411thl. p.-15.
5Ihid. pp. 41-1G. Also lists these duties.

:3-31
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3.3.2.2.1 Closed-Circuit Ter vision (CCTV)

The Facilities Pia i (sec Midterm Report, Volume Di, pp, 5-29

to 5-31) specifics the use of CCTV i;, the instructional program. In addition, CCTV

can be used to monitor movement around the exterior of the facility, at entrance and

exit points, and in certain interio,: areas. CCTV should not be viewed as a "big

brother" device, but as a method of deLecting intruders and dangers which may cause

accidents.

The CCTV system will then be monitored at both the central adminia-

trative complex and at the central resource center. The concern will be for unguarded

activity of small children, unsupervised activity in special areas, and unusual move-

ment outside the building.. Provisions must be made for immeziate personal attention

to behavior pattern deviations.

CCTV cameras will be located where they can provide views of the

following areas:

All entrances and exits especially the North entrance,

lower lobby, and the plaza level lobby main entrance

Swimming pool

Roof areas accessible from within the building

Boller rooms

3.3.2.2.2 Personnel Use and Area Control Requirefaents

The designation of particular personnel to assume the responsibi-

'Mies described below must be specified In Phase I of the trainirl program. The

types of personnel who can best monitor the areas are identified. Of course, activities

213
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can always lx supervised by professional teachers on a volunteer basis. Graduate

students may he particularly useful at the swimming pool or snack area..

Area Requirements

Gymnasium and Accessible at all times to students in Stage

Playgrounds III and above; the presence of any student

requires a paid adult; not accessible to any

Stage I or Stage 11 children except by teacher

approval; accessible to community at

specified times.

Swimming Pool Accessible only by teacher approval; must

be supervised whenever any students are

in immediate vicinity, either by a volun-

teer with life-saving training or a paid

nonprofessional with life-saving or swimming

skills; instruction only by supervising teacher;

accessible to community at specified times.

Roof Areas Accessible at all times to all students only

when volunteer or paid adult is present;

accessible to community at all times.

Boiler Rooms To be used for teaching purposes; accessible

only under supervision of custodians, engin-

eers, or teachers, depending en eircumstant2es.

Snack Area To be supervised by an adult at all times,

214
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preferably a volunteer; accessible to all

students and community whenever building

is open.

The times during which the community may use these facilities will

be specified during Pl e I of the training program.

Stages Require professional teacher at all times

that instruction is taking place.

Exterior Doors Since all exits and entrances must be open at

all times to satisfy fire regulations, these

areas must be monitored by CCTV.

Though the community will have full access to the facility, pro-

visions must be made to assure that all these who visit the building sign in and out,

dr:oignating the purpose of their visit. This will encourage safety and will also

reduce the likelihood of overload at any one location in the building during a parti-

cular time period.

3. 3. 2. 3 Administrative Responsibility

The Administrative Coordinator will designate responsibility

for monitoring the CCTV system both at the central office and at the central

Res irce Center.

Teachers will be responsible foe monitoring the required

personnel referred to in Section 3.3.2.2.2 for the areas immediately adjacent to

their t.tage. The as-ignment of individuals to assume these responsibilities will

be made by the Administrative Coordinator.

215
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3.3.3 Design of Additional Procedures

Attached are forms relating to Fire Drills (Fig lire 3-11) and Injury

to Pupils (Figure 3-12) for which procedures must be provided during Phase I of

the training program.
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I ,21, No. 4,..:;

School

PUBLIC SCHOOLS .OF THE DISTRICT OF COLUMBIA
DEPARTMENT OF BUMP W,S AND GROUNDS

ADMINISTIULTIOIT EaJILDING
WASHINGTON, D. C.

REPORT OF FIRE DRILL

Date

Time of drill (a.m./p.m.)

Date of drill Minutes required to evaeuat
building

Remarks:

Di strilmt ion :

D. C. Fire Marshal, Room 125, District Building
Assistant Superintendent, Office c: Buildings and Grounds

Figure 3-11
3-36

Principal or Officer in elinrgc, of building
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PUKIC SCHC)r):,S OF THE D11-i:C.;F COD.V,I.,!A
Injury irijus

REPOP,T 01, INj1.11'..Y To PC11)11.

N:111;0

A ti)

(Tran,init to th, Supolintoicloit of Sch1:,7 through rogillar eliaiinck by the
of the wihisi day fohhiv, Mit the day of tin injury)

llome Addris .

M. . ; F . ; Age . . Grade..

Time injury occuried: Hour: . _ _A M. P.M. Date of Injuly

Abrasion
Blow
Bruise

Fracture
L.netion _ .

Puncture

I)ESCRIFTION OF INJURY (NON-MALICIOUS ACT)
How did injury 11:1PPIP? nt doing,

P.1 Burn SeratehLs

D Concussion '7:prain

Cut -- Teeth
_ - InjUrY

Other

Abdomen Foul DESCRIPTION OP INJUlC' CIALICIOUS Ad)
Ankle Hand Hew did injury happen? What was :Audi It doing?

Ann Wad
Back Knee

C:1

0 iz) Chest Log

P..14
Ear Mouth

OP, Elbow
Eye

Nose
Scalp

< Face Tooth
P. Fingcr Writ

Naines of person or persons the injury
------
Other

Athletic lb id
Auditorium
Classroom
Corridor

Drossiog oom
Gyinnasiuni

___._. 110010 Econ.

Lahoratur:ei;

Lunch room
Muiti-purpose
Playgrounds

_-._ School pounds

_ _ Shooters

Toilet

Other

Shop

Teacher present when injury ocemred: Yes. _._ Name

Fird aid given: Yes__ _ No_____ by (Nurse, leacher, caller)
Treated by physician: Yes_ No ___ Name .

Sent to hospital or choir' Yes No. Nam:,

Witnese 5: Y( s No_ . isriZfrilCS - -

Parcnts notified: Ys No__ _ . 1Vhcn? _ How? .

Pupil has school accident insurance: Yes_ ___ No

ADDITIONAL 1Ni..011?fATION
(Use TL'VCV.(. rid, if additional neciledi

1. Recommend:Awn for Provvnting ethor injuries of alicivo Is

_ ^ -

2. Adieu taken in way of ruin:11'4:g or referring p..c:',11 or ran--ins; mimi It 1,et .

Figure 3-12 218



DE:;CRIPTION OF INjURY (1`.0!':-!T,11,1CIOUS ACT),- cotttiltuc..1

DESCRIPTION OF INJURY (MA LIC.3U'S ACT)continued

ADDITIONAL 1N1ORM.',TIONcontinued
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Student. Transportation

3.4,1 Introduction

The specific transportation needs of the Fort Lincoln Schools arc

impossible to predict now because requisite information is lacking. Currently the

regulations of the D. C. Schools require transportation to and from school only for

handicapped children between the ages of seven and sixteen, There are three factors

which have suggested an extension of transportation services in the Fort Lincoln

Schools beyond the conventional D. C. provisions; the presence in school of children

as young as three years old; the possibility of required attendance of preschool

children at the Fort Lincoln School; and the hilly terrain of the First Facility site

from Bladensburg Road to the building. These factors led the Special Projects

Division and GLC to recommend an extended set of transportation services for all

Stage I children in addition to the service for handicapped children provided by the

D. C. Schools.

3.4.2 Variables

There arc certain factors, which when weighed against each other,

will affect the total transportation service for the First Facility. Until the dimensions of

and needs resulting from these factor3 are identified, procedures can not be

completed. The Special Projects Division is currently studying the problem, aid

will plan the system as time permits.

It is expected that the total Fort Lincoln First Facility transpor-

tation budget will run approximately $14,000 to $15, 000, sufficient

to purchase one bus with related services. Because of budget
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limitations, services could be contracted through an outside

agent, or possibly through the D. C. Schools.

The extent to which students will conic to Fort Lincoln School

on a volunteer basis until housing is provided is not known. As

suggested earlier, volunteer attendance provides the option of

not supplying any services. In this cast, the need to provide

transportation must be made known to the parents of potential

volunteer students.

The exact daily attendance schedule of Stage I students will not

be known until late spring of 1970. This factor will affect the

extent of transportation services required, since a greater

spread between entering and leaving times will require more

frequent trips than a relatively tight schedule.

The need for transporation services for field trips is not currently

known, and may in fact he quite unpredictable even during initial

operations. Experience suggests a substantial increase in the

transportation budget in ensuing years will be needed because of

significant field trip requirements.

It is readily apparent that the specifications for the transportation

system must der ?op as the registration process begins and essential information

becomes available. I decision can then be made regarding the use of a contractor

to provide the selvice. If the search for a contractor is conducted by an outside

organization, inquiries must begin on May 18 (Fee Midterm Report, Tmplenentatian

Plan, Vol. III).

221
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3.4.3 Recommendations

It is recommended that the following activities be conducted between

now and the time school opens. The exact timing, as mentioned above, will depend

upon the availability of information.

o The Special Projects Division, in conjunction with personnel

of the D. C. Schools and whatever outside sources they wish,

should study the efficiency and cost requirements of owned

vehicles vs. contracted Services.

The Special Projects Division must consici whether daily

arrival and departures of Stage I children should be limited

in order to control transportation requircmewls.

Internal procedures for the management of the transportation pro-

gram must await inputs by staff during the Phase I training program. These pro-

cedures will be concerned largely with responsibilities for supervision rather than

with information collection and report generation. Also, the extent to which these

will be handled by internal Fort Lincoln School personnel is a function of who

provides the service. However, it is recommended that the Office Manager have

overall responsibility for the transportation program, delegating the appropriate

responsibilities if the service is largely handled internally.
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3. 5 Iluirdinv, 1\1 intenn nee

3. 5.1 Introduction

The ;:irst Facility physical environment has been treated at length in

the Midterm Report, Volume Ill, Facility Plan. The school is to have an open environ-

ment in which the arrangement of physical components could be changed, and indeed

require continual change to be most effective. The interior of the building is made

up of components which can be erected and altered by an adult; Pone can be manipu-

lated by students and some even by the smallest child. The facility is viewed as a

tool for learning, realizing Rs maximum potential only when it is altered to fit a given

situation. When adapting to this setting, it becomes apparent that at least two elements

in the normal behavior pattern of adults in a school must change. One is the attitude

of each adult toward the physical environment, i.e. , his view of its utility; his readi-

ness to participate in its manipulation; and his kno-Jledgc of how different features may

be utilized. The seconctelement that requires a fresh approach is the interrelationship

of staff members and their responsibilities regarding building manipulation and main-

tenance. For example, it is expected that custodial personnel \vitt develop an appre-

ciation of the educational utility of seemingly mundane activities such as the planting

of a tree or the routine cheek of a boiler. It is also expected that professional or para-

professional personnel will see their participation in routine maintenance and cleaning

activities az a realistic recognition of responsibility for maintaining the environment.

All of this will not occur simply by placing people in and encouraging Orin

to manipulate the environment. The development of appropriate attitudes and respon-

sibilities will be facilitated by first delineating, to the extent possible, the specific

223
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responsibilities of personnel and the procedures which they will follow. The second

is a preservice training program for teaching and custodial staff whi.Th will focus on

attitudes and further specification of proceduces. This section is concerned with the

first of these prerequisites -- delineation f responsibilities and procedures.

The following discussion is based upon the assumption that all formal

Fort Lincoln School building maintenance operations will be conducted in-house --

that is, engineering and custodial staff would be employed by the Fort Lincoln Schools

rather than contracting for maintenance services. The D. C. Schools might be consulted

in order to identify potential applicants and process employees. Since the key element

in the success of the building maintenance function is developing appropriate attitudes

and gaining the support of staff members, it is important that they sec themselves as

contributing members of an organization.

3. 5. 2 General Maintenance Needs

Before recommendations can be made regarding staffing, responsibilities

or procedures, consideration must be given to several general maintenance needs.

These include the emergencies which might occur during the school day, such as \indow

breakage or boiler malfunction; the minimum maintenance attention that must be provided

for different areas of the building; and the uniqueness of some of the components in the

There are certain service and multi-use areas which will

require daily attention in addition to routine sweeping:

Lavatories -- cleaning
Snack areas -- cquipment,clea,ting and checking
Gymnasium -- cleaning, spot repair, safety checks
Swimming pool -- checking water and safety devices

224
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Outside grounds -- repair damage to grounds and
equipment

Roof areas -- checking equipment and safety measures.

o The individual stage are; s will require attention which probably

can be covered in the normal course of events during the day,

Routine cleaning of stage areas should not be the responsil:ility

of custodians, but should be shared by and rotated arnong members

of the stage staff and student groups, (It is not envisioned here that

routine cleaning will major daily task. Bather, it would include

collecting papers, spot vacuuming and sweeping, arranging furniture,

etc. Tasks such as regular heavy vacuuming and scrubbing are within

the purview of the custodial staff). in this way, proper attitudes towards

stage areas, pride, and self-discipline will be encouraged. The

opportunity to conduct the routine maintenance function within stage

areas then can be seized upon as a made-to-order learning opportunity.

The functions which must be provided in total stage maintenance

include: daily cleaning, storage of equipment, control of lighting

and heating, provision of an adequate.stock of cleaning supplies,

and manipulation of furniture and general environment.

There are certain other functions which will require special

services or attention.

Clean-up after the community has used the facilities,
requii ing either self - policing or payment to a custodian
or group to assume this responsibility. The latter con-
sideration should be made only when the services ,.vould be
extensive and would require considerable time by community
rc sidents.
Garbage removal, providing a good teaching learning
opportunity. A compactor for garbage will he provided
in the facility.
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Exterior grounds care on a regular basis, examining for and
repairing damage to the area, planting now stocl:, and conduct-
ing a regular lawn cutting and preventive maintenance program.
The teaching opportunities hero, from landscape design to tree
planting to learning about insecticides, cann 4 be overemphasized.
Meetin; this need has strong implications for establishing a close
relationship between children and custodial staff,

Plaza level, requiring special attention cleanliness and order-
liness because the area will be visible to the public, and also
used as a snack area. Again, maintenance can be related to
pride in the areas that are used frequently. It is expected
that the community and students will bear the major respon-
sibility for caring for this area, though again major peiiodie
tasks must be conducted by a custodial staff member.

3.5.3 Staff

Overall Responsibility

The Administrative Coordinator will have general administrative res-

ponsibility of the building maintenance function, delegating specific charges to professional,

,paraprofessional, volunteer, and custodial staff.

The work of all building maintenance staff relating -to operations

across stages and for specific areas will be coordinated by the Office Manager. However,

the custodian when serving the needs of a particular stage will be directed by the profes-

o. mats within the stage, particularly the stage rEpretentative.

3.5.3.2 Staff Members and Schedules

The building must be staffed continuously 'Monday throug. Saturday

from 6:30 a.m. to 7:30 p.m. , with some overlap between shifts to provide continuity.

Work beyond 7:30 p.m. , when the facility is to be used for community purposes, is

provided for in the Community Participation Plan. However, a night watchman must

be on duty between 10:0 p.m. and 6:00 a.m.
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An interesting alternative to providing a paid night watchman is the

possibility of providing 2-member teams of community volunteers who would patrol the

building at specified hours between closing and opening times. The teams would be relial

individuals whose job it would be to cheek the building for security and fire. Of course,

this does present the challenge of coordination of responsibility. But the setting is right,

and the approach is certainly worth trying since it has been attempted successfully else-

where. One district reports a decrease in tc,,a1 night vandalism at a savings in cost of

a night watchman's salary per

The staff :mid consist of two custodian/cleaners, one full-time building

engineer, and one assistant engineer. The engineer's primary functions would be to opera

and service the technical equipment, provide leadership and supoort in thn area of crea-

. tive facility r,se, develop the budget for maintenance operations, and make custodial staff

recommendations to the Administrative Coordinator.

In summary, the following full-time equivalents of staff members will

be required.

Custodian /Cleaner 2.0

Building En ;sneer 1.0

Assistant Engineer 1.0

In addition, 2 half-time cleaners should be added, at least one of whom

should be a woman.

The suggested schedule would be as follows:

G:30 a, m. - 3:00 p. in. Custodian /Cleaner

9 :00 a. m. - 5:30 p.111. Engineer

2:30 p.m. - 7:30 p. m. Custodian /Cleaner

3-16
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The requirement of providing services six days a week could result in a staffing

problem because only $31,000 has been allocated for maintenance personnel

during the first year of operation. As a result, creative use of personnel is criti-

cal to meeting Fort Lincoln School needs.

3.5.3.3 Activities

Function

o Daily housekeeping
of stage

Regular cleaning and
checking of

snack areas
gymnasium
swimming pool
roof areas
outside grounds
lavatories

Maintenance of boiler room

Assistance to teachers in
creative use of facility

Assistance to teachers in
physical manipulation of
environment

Storage of equipment

Maintenance of custodial
inventory

Garbage removal

Responsibility

Stage Representative -- delegates
tvithin stage to paraprofessionals
and students. Custodial staff will
have no regular responsibility for
routine cleaning as defined here,
but will be responsible for heavy
duty scrubbing and vacuuming.

Engineer -- delegates tasks to
custodial staff.

Physical Education Teacher

Engineer

Engineer/Custodian

Custodian

Stage representative -- delegates
to assistants

Custodian

Custodian

It must always be kept in mind that the educational utility of these activities and the

strength of support they receive will be constantly reviewed by the Administrative

Coordinator and teaching staff. 228
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5,4 Development of Procedures

During Phase I of the training program, attitudes of staff gill be deve-

loped conducive to innovative uses of buildings, so that the physical f icilitics actually

serve the needs of the educational program. Staff menibets at all levels wilt be able

to probe -into areas of concern not even referred to here or diffi-ult to answer at this

time.

During the preservice training program, the engineer and the

Administrative Coora ..or will identify by name those who

will assume the responsibilities referred to in Section 3.5.3.3.

After these individuals are identified, regular cleaning and

maintenance schedules will be established. In-service training

for all staff members in the use of moveable partitions, etc.

will be scheduled, and ways in which students may be involved

in the building maintenance process will be identified. Regular

cleaning and maintenance functions should be scheduled at mini-

mum student load times during the day and week.

The responsibility for storage of equipment will be designated.

Forms and procedures will be developed for requesting special

work to be performed requiring custodial services which entail

additional expenditure of funds or use of custodial time. Figure

3-13 is the form used by D. C. personnel to request special

work to be performed by the Buildings and Grounds Department.

An Information System should be developed to evaluate the use

and serviceability of the facilily for faculty, students, and

229
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community. The information system would serve internal

administration, the D. C. Beard of Education, and Fort

Lincoln community groups by generating monthly reports

during the first year. The output of the system should be

examialed regularly by the Administrative Coordinator,

Office Manager, and Engineer in order that methods can be

developed for using information to evaluate building service-

ability. The information system should show, at a minimum:

Extent and nature of outside use
Pupil and faculty loading on hourly and daily bases
Equipment efficiency
Daily cleanliness
Vandalism
Repair requirements and costs
Role of custodians, teachers, assistants, pupils, volunteers

3.6.5 Sample Maintenance Schedule

The need to make assignments for particular tasks during the Phase

I training program was discussed earlier. A sample maintenance schedule for a

given day is presented in this section, in terms of tasks to be completed and the

time which might be allotted to them, This must be viewed only as an example,

perhaps to be used in future discussions. It must also be understood that this is

not meant to represent the schedule of only one man, btr may in fact represent an

almost complete descri-tion of all regularly required predictable tasks which

actually could be assigned to more than one person at a given time. The specifica-

tion of this schedule for particular individuals must await the Phase I of the '' ainin

program.
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6:30 a.m.

7:00 a.m.

Open building and check for vandalism
Review cxtradordinary maintenance, repair or

usage requests for that day

Sei vice building and educational equipment
Manipulate partitions
Test water in pool

8:00 a.m. Cor duct outside grounds maintenance activities
Chc ck snack areas

9:00 a.m. Manipulate partitions
Conduct needed building repairs
Arrange for daily garbage removal
Continue through facility to survey how the building

is being used and his own personal contribution to
the program

10:00 a.m. Check lavatories for cleanliness and any malfunctioning
Conduct needed building repairs

11:00 a.m. Maintain snack areas
Maintain plaza level lobby
Be on call for miscellaneous needs

1:00 p. m. Maintain snack areas
Receive and store deliveries
Remove garbage

2:00 p.m. Review following day's needs with staff
Manipulate partitions
Check outside grounds and roof areas for safety and

dlmage

3:00 p. m.

4:00 p.m.

Clem gymnasium
Clean all lavatories
Serice building and edncational equipment

Remove garbage
Conduct all heavy cleaning and waxing
Maintain and clean plaza level lobby
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3.6 Food Services

3.6. 1 Introduction

Providing meal services to Fort Lincoln First Facility students is

another area for which procedures can not yet be specified, since adequate infor-

mation is not available regarding the needs and demands of studedts, Several

factors are known, however, which suggest that a broad variety of services may

be required. Since some students and adults will start the day quite early, they

must be able to buy breakfast, with free breakfasts for .nose students who are

unable to pay. Lunches will be provided on the same basis. In addition, snacks

will be available in a lounge area on each level to students, staff, and community

throughout the day,

The operating budget for the food service program for the first year

is $87, 500.

3,6.2 Program AI ann grement

It is recommended that the food service function be contracted (if

economically feasible) to a food concessionaire, and that the internal overall

administration be the responsibility of the Office Manager. This arrangement does

not preclude students from receiving significant educational benefit from the food

services program.

3.6.3 Food Options

Three basic options be available:

Breakfast consisting of dry cereal or ituAant hot cereal, milk

and juice;
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Lunch consisting of meat, fish, eggs (or the equivalent nutri-

tional substitute) vegetables, fruit, bread, and milk;

The opportunity to select from various items such as:

soups, sandwiches, puddings, jello, fresh fruit, cake, milk,

coffee.

It will be possible to have a huger variety of foods that arc easily accessible if

they arc largely prepackaged and frozen and prepared in a central facility by a

rapid cooking or heating process. This approach also minimizes the need for

offering only a particular set of foods.

3. 6. 4 Participants

Tha number of children desiring free or regular meals can be deter-

mined to some extent during the registration process. This information will be

useful when the contract for food services is negotiated .

3. G.5 Procedures

3. 6. 5. 1 Supervision

The areas in which students are eating will be supervised by

volunteers (particularly college students) and paid community helpers, if necessary,

depending upon the control requirements established for handling money. These

assignments will he made by the stage representative. Duriug Phase I of the train-

ing pt ogram , a determination will he made regarding the age limits of students v;ho

will be encouraged to secure their own meals and to clean up afterwards.

Current Washington Teachers' Union regulations require that

teachers supervise students in lunch areas. Because this is not recommended in this

report, negotiations may have to he cot:chic:tell with before school opens, It is

recognized, however, that teachers Might 61.11)01'050 titUdW1tS who arc eating in
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instructional areas.

Hot ineals should be prepared in the central facility and delivered

by volunteers to the snack arca on each level. Children could then go -o the snick area,

whet, appropriate, to get their food.

3. 6. 5. 2 Planning

When weekly programs are planned for children, their meal

must be specified and money collected, where necessary. Money will be collected

on a periodic basis for economy and to avoid students discriminating against those

who will receive free lunches. In lieu of money or permission for free lunches,

tickets will bo given to 01 children for lunch purchase. In this way, the studont who

receives a ft ee lunch will not be sin ;led out to his peers. The information will Le

collected in each stage and forwarded to the stage representative. It will be his

responsibility to distribute the information to the adults within the stage to ensure

adequate supervision of the adjacent snack area. At the same time, the information

and money vill be forwarded to the Office Manager by each stage representative

for appropriate planning and accounting.

3. 6. 6 Educational Utility

There are many ways in vhich the food program can be used as a

educational experience for both students and the community. The most valuable educa-

tional aspect of the program is the opyirtunity to study nutrition and learn to propavc

healthful foods at home. Community paiHeipation in the daily operations of the schools

will expose adults to good nutrition and food preparation methods which they can use

in their homes. The specific malner in which this can be accomplished bliould be

considered during curriculum development.
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In addition, the setting in which children will eat is conductive to a

social learning Opportunity, since staff at all levels will be encouraged to cat with

the children whenever feasible.

Tile following should be included in an educational program developed

for students and/or the home:

All Participants

Nutritional valac of food and minimum daily requirements

Social behavior in group eating -- consideration for others

Personal and kitchen hygiene

Stage III and above, and Parents

Meal planning -- nutritional and economic

Instititional management

Food preparation

The home nutrition education program might best be conducted in

workshop activities for parents, coordinated by the Resources Coordinator. Com-

munity volunteers, e.g. , domestics, catering employees, dieticians, etc. , may

lead the workshops, drawing upon personal or professional experience. Parents

should also be invited to tour the food planning facilities.

3.6.7 COm nilmitv Use

Use of the food service facilities for any activity other than a nor-

mal school function should be considered by staff and community participants in

Phase I of the training program or shortly after school opena. The extent of com-

munity demand nmy not be It gown for some time, or until the eonnouni!y begins to
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make use of the facility. The option of using ti services of the contractor beyond

normal school hours should be explored.

3. 6 . 8 Evaluation

. For the purpose of modifying food service offerings and management,

an information system relating to the use of the food services program must be

established. The information requested can be utilized by staff and community

representatives for analyzing many factors. For example, the usage patterns of

students and staff might be examined by studying the following data showing:

Number of breakfasts and lunches

Number of free meals

Regularity with which individuals eat entire meals

Extent of community use

Participant satisfaction

Staffing requirements (ir addition to normal kitchen staff)
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Personnel Records and Payroll

3.7.1 Current System

The present system of personnel records management within the

Schools is inadequate for generating useful evaluative and planning information and

for reasonable payment cyc]cls for those who work on an irregular part-time basis.

Considerable paper work is generated during the hiring process, yet little useful

data can be produced for examining staffing patterns, vacancies, strengths and

weaknesses, etc. It is difficult to identify personnel costs for particular programs;

information regarding staff va_.aneles is not produced periodically; and information

on professional capabilities is not readily av;ilable. These are just a few examples

of the personnel information shortcomings in the present system.

It can not be expected that the proposed system will completely cor-

rect the :;xisting inadequacieS or provide an ideal personnel information system.

Bather, it must be viewed as an interim system in which some of the issues and

principles to which the school administrators must be sensitive will be identified.

It will also attempt to identify the components of a record system which will even-

tually serve as an appropriate data base for a useful personnel information system.

A permanent system may evolve as tIr? Fort Lincoln School comprehensive infor-

mation system is developed.

Because the Recruitment Plan fur staffing the Fort Lincoln Schools

WI I use the D. C. procedures and requirements for certification and regular appoint-

ments, the related forms \sill provide the basic information for the personnel

records. However, this does not preclude modifying that information for use by

the Fort Lincoln Schools. 238
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The process for the selection and hiring of personnel for the Fort

Lincoln Schools is speciffed in Section 2, Organization/Staffing Plan, pp. 2-73 to 295.

According to this design, the Personnel Office of the D. C. Schools will approve,

certify, and take all other necessary steps for the final appointment of staff.

Candidates will be screened by the Personnel Subcommittee and

the school administration cf Fort Lincoln. The Staffing. Plan of Volume II specifies

the steps and respective responsibility in the hiring process. Whet an individual

or groups are approved for hiring, the Personnel Subcommittee will forward the

list to the Fort Lincoln School administration and the Special Projects Division.

Eventually this list will be sent to the D. C. Schools for appropriate action. The

Board Order resulting from D. C. Board of Education action will be cut and processed

by the D. C. Schools' Personnel Office, with a copy of the transaction going to the

Special Projects Division and the Staff Development Coordinator . The cleric.al staff

of the First Facility, reporting to the Staff Development Coordinator, will process

and maintain all information regarding Fort Lincoln staff.

3.7.2 Fort Lincoln School Personnel Records System

3. 7. 2. 1 Responsibility

The supervision of the Fort Lincoln School personnel records and pay-

roll system will be the responsibility of the Staff Development Coordinator. Records

and reports will be duplicated and stored both in the stages and in the central office.

Though the initial syntem will be manually operated, it is eNpected that the specifications

for an automated system will begin to be developed during the first school year.

The daily nutintenance of the rceords system will be the resixin-

sibility of an adminis'ialive secretary. Inputs will be pro-vided by all staff using
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procedures and forms developed in consultation with the Staff Development Coordinator

durirg and after Phase I of the training program.

Information Sources

The principal source of basic information regarding staff will be

generated from the Board Order, Form PSDCG 11, Figure 3-14. This form will be

forwarded from the D. C. Schools when the appointment of the individual made

official by action of the Board of Education. in order to improve its utility, the follow-

ing information should be added to this form

Program code -- will show entry for activity (program

code), as described in the Accounting System (see

Section 3.10.5). This will relate personnel costs

to programs, and :llould be used in addition to the

current D. C. numerical coding system for personnel,

currently being revised.

Profile of Strengths and Weal messes -- see

Section 2, Recruitment Procciss, pp. 2-73 to 2-89.

o Personal Resume -- to include all training and experience

which may be relevant in ally way to Fort Lincoln School

needs.

3.7.2.3 Developmental Records

As the Fort Lincoln Schools begin oimration, certain information

must be collected which, when combined with the information discussed above, will

provide the basis for developing useful analytical and evaluative reports.

240
:1-59



I

Ij

II

N.it114., of 1:4.11-40yilt.......

11.11 LAC' (d. ACC.,07

r

C:ilkirn

.1 llry

I'. A.

Sol)jrct.

Activity

Mitorc

110,1..4,1. IV,44 4,P.Ii.1
/-1,11 le V1.111. 011.

i)ri;%%:'.47C

Pea hOwlel /I. lion Nollikel

Approved Ily 1111 lid. .411.1 III Inc,

Approvcd Ly Illc lid. of i.11. by poll ost

GA FS
( ) ( ) ( ) ( ) ( ) ( )

of AcIrlilion+.1 1111911i...01

It1Wi1IC<S:

wN(..

cc: Punion
Str1)04.;ilt angloni.'3

Accounting Wilco, 1),, C.
Civil Servieo Commitinion
Boo ilv.vio (Wilco
Offico of
Ponioottol Offico,

Offico

Cliy Zu.lo

GA SI Gli 011 I.S

( )( ) ( )( )( )( .)

Z3-60

SIM°

At4ilLo Ily
D. C. Code

Till, 3I Ch.
14 1111111

Nr.%

1.1.101

ITECTIVIC. DAI;

FOR Or
1% S. F. 0. ONI.V

APPROIWATION

Srcr h.!rr,1,0

4 1

241



3. 7 . 2. 3. 1 Staffing Needs

At the beginning of each year, and bi-monthly thereafter, a

report will be generated which will display:

The number of positions to be filled

The specialities to be acquired

The progress made in filling positions

This information will be shared with all staff members and will be used by the Staff

Development Coordinator in carrying on the recruitmont program.

3. 7. 2. 3. 2 Staff Development Records

This will be a composite of individual profiles developed for each

teacher which will displa:- the specific steps taken towards realizing personal profess-

ional development objectives. The individual reports can be used by the Staff Deve-

lopment Coordinator to develop reports for community and Fort Lincoln and D.

School officials. These reports would concern development efforts of individuals and

groups, as well as personnel evaluation.

3. 7. 2. 3. 3 Staff Utilization Records

These records 'how by individual and compositely how pro-

fessional, paraprofessional. and volunteer staff members arc using their time.

For each category of persons, individual records will show how

much time is spent on:

Clerical tasks

Parent/student planning

Individual teacher planning

Stage planning
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1.

o Task Force meetings

Instruction -- (Prescription, Diagnosis)

Group instruction

Other

The monthly examination of these reports will indicate the extent

to which actual time spent by staff on these activities corresponds to the time pro-

jected for them in the original Fort Lincoln plan. This information will serve as an

early warning device, indicating whether staff functions are being distributed as

planned.

3.7.2.3.4 Volunteer Services

To enhance staff flexibility, continuously revised records must be

maintained of the volunteers available to serve in the Fort Linco.al Schools. As a

minimum, these records must show:

Name

Capability

o Availability

Evaluative Comments

These records and alt the related detailed forms should be developed

under the direction of the Staff Development Coordinator. The issues and requirements

must be addressed in Phase I of the training program. Specifications for procedu

can begin to be written when the First Facility starts operation.

3.7.3 Other Records

Figures 3-15 to 3-24 are copies of forms which are required by e

D. C. Schools to be completed to ensure staff safety and personal %velfare.
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PUBLIC SCHOOLS OF THE ms-ciiicr O',-- COLUMBIA
Depar!incilt of Persciimol

Presidential Building -- 415 Twelfth Street, N. W.
1,Vashir.9tori, D. C. 2CCO4

EMPLOYEE IDEN'fiFICATION CARD

This is to certify that
is an employee of the Public Schools of the District of
Columbia cind is a member of the stal: of

School/Olflce

Sigr,aturo of Em,-.1o2,. Immodiotc Super1or

Scoot Yoo: Loci.ng 271

-. ---

Figure 3-16

3-61

Form Us. 53B-15:1".3
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PUBLIC SCHOOLS OF THE DISTRICT OF COLUMBIA

CeriiI:cation of 'Reporting for Duty

Memorandum for
(OPPOIririllq

The following employe,: 1)egan service in my building today.

(nr.m.0 {po:.%oll)

oi u:Incw.71)

IrkH 0,r!lc.c!)

THIS FORM IS NOT TO USED FOR SUBSTITUTE TEACHERS
UNLESS NEWLY APPOINTED AND IS NOT TO BE USED FOR CUS-
TODIANS.

THIS FORM IS TO BE MAILED WITH POSTAGE (not sent by carryall)
BY 5:GO P.M. OF THE DAY THE EMPLOYEE REPORTS FOR Dun.

P4573

Figtit'y :%-3 7
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T:12 DIST;siCT Oiz

1,0'A ADVANC,;,, SICX.

AND Al."NC2.
(To be Prepared in Triplicate)

nano of

Titlo of Position

School or Depv-ti;,yit

Type of Appointment

,19
(Date)

(Foinnuot or Diabotionory)

Advauce leave of days is herewith reciuested because of

(Nature of di: Lility)

(Sec tito physician's certhleate nttache(1 to this applieation).

Advonee leave requested to extend iron-,

19 both dates inclusive.

in bo com:..kted :11 Pt.yroll

IAmve 4ccono.d.,ted to d, ,t,-; days.

Ler.ve s,...zea to (1,A,2
(C.arr...t Set c of 'Year)

Cole.imted by
(i'cyrul u;,-;3or)

_, 10 to
(Da)'s rov.:,let; nit br or,e,toive)

(Signet:ire ci Appliount)

(Street)

itlf.COMMENDiD FOR APPROVAL:

Suearvizor)

(City)

(AKei,t.int

APPROVED:

:-i ti
3-G1;

(Deraly Sai,eriarele,t)

(:',,i,iote,,,!rt 1,1,,,o1,)

CD .1.)
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PUBLIC ti1C1i0OLS OF THE DiSTitICT OF COLUMBIA
( rt. 1C46) APPLICATION FOil LEAVZ
Name Date _

(mat or i,e161)

Posiljon School

Tt accuu,l leave
leave rcv,ur,toi
battrace of 1,eve
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C3 y I U 151411040111
D AOl l 0 It11:1(.ari
r' 3 01.,r 0.*.eitY)
Or. of LILys No. of how.

(To 1,a ( ,I .1 In try ii.dv, clr.,.;) i'turrt R III. B
(MOTth, 1114, ), at) [1.11,..

. T.,/ . (111,1106.0) ' 1, ,,,.
(S.V.11.1ilire of le,.10 6,r) (ileo(h, da.$, year) p.m. 0

' I ratify thrA. 11111 1.1,-,r,r N.v. 60rr to CI ,.11119.1 ,Alritli ir,N,Irrit,.1,-.1 ale hr duty (3 nnlorpd,
dr rArtl, Cr PPLICL1 (IC 0.,, ot 1v . (via of

.s.,,,,,..t,,;...r,,,) i i qr,,,,;,!..1,... (if ,..1 ,,,or I. dr, to l:, oral is in ,-u; 'A of 3 duyi, or is due
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1)1W on A[011(M3 of ouch

Ii,iyk 01:

R.1S1ORT O ::,IS17,N(.7,1-0.CFIC::; AND CLASS11;1ll ;',Nii'LOYEES

\l'eek minlg
Srlir,o1

This is to certify that all orileers and classified employee, 'x'pt as listed bIow, were pre:c-nt ea(.
work day during this week as required by the ride,: Of the hoard of Ethivation.

*NUMBER OF D.iY8 ABSENT
N.1)1E 01' EMPLOYEE (If orapiryco ASA,: ir.lircd in 11,i, of duly,D.1TE 01' ABSENCE:
(11.,,ill:,( Ali,11:1b.:1 i.T.I.Y) PIC;ISC 111ake 1101(m)
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.
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SCI;OC_A,S 1)iS ; 61: COLTJM1:14\.

01.7

\\'c.17. g

Tilis is to eixlify that all E Teachers (1 Attenchince e irs, excopt as listed holm..., were present
each work day during the week as required by tho rules of the Board of .l'iduoution.

Due (.1:1e11 week.

NAME OF EMPLOYEE DATE OF ABSENCE

*NUM11ER 01' DAYS ABSENT
(I( ViitplOyCl! MT.9 idiom{ ia line of duty,

p1ra..e inaki: notation.)

With Pay

S F.;

Xrj E:,k; Y.gotri.rn.jr; 0 00.1

a

Without Pay

Figttrii .1-2(1A
:1-69

S 0

0.nro'l hi ot

250



I

I

F

Duo on the 5th of each month,
tisSA..

Sct.viccs Reilderal by
Substitute Teachcrs t-nal Attendance Cflicers'

For the month of 19

SChGC.) cr 0,i- ccci

Nano of Sul,Atituto
(Arrange irlilathptieally)

Number
of

Day of
Service

Nmiur of Tem. 1:(1. or A ttenamice Oliwer for Whom
Services Were li.erniercd

(Inrlieatc Lite(of lion-ice after I.'a ch maw)

Ch r P.emr
Ccrtilied-

1!.t1r.

IFiguic 1

:1-70

Siovante ii I
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/1..1 OS,/ k, ./11'IUIlt
I - "4 /eN TAY tr.' r.1

NsA ...41,A A. A. {k_21./

01,1co of
(This line is to be fIllcid in by officers only)

SC11007,
(Name in full) (Location of school) (Zip Cu ,I,.)

Novi,. - -This blank is to be used fur all employees. The principal or official in charge mill forward copies of this direelor
to the Oilice of the Statistician, giving information as of the first school clay in October, in accordance xvith the Suf;,rh,
ten\lr it's Circular concerning Dim:A.)1.y. of Employees. Officers, teachers, and clerks should be listed together in alph.,heti

Also, custodians, vrigii-esT,t, and other employees should be listed to:iether in alphabetical order.

(Datc)

I

2

3

1

7

10

11

12

13

14

M:t.
::::.

7.", I'S";

1

i YOST NA:\ 1E IN, LAST NAME
Trruk.:
On

POSITION
RESID: ''t Zip

Code
1,1;oNr.:

No.

i
1

1

I 1

-...

.. .. - . . ..

--. -

.- .

1

__.1

...

[ ___..............., ......................... ....r......-....

_ _
_____

_ _

Figure :;-22 252
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1

roc 110 vlsr. d 1DV7
PUDL;C: :5CHOOL!i 07

FRANKLIN AZ);,;ii:4:,'Fitis710N
13TIt AND K 11, V/.

WAt.H3t:C.104. A. C. 20006

FORM TO BE EXECUTED BY WOMEN EMPLOYEES REQUESTING

CHANGE OF NAME RY REASON OF MARRIAGE

The Superintendent requests that women employees of the Board of

Education requesting change of name because of marriage fill in nd submit the

following form through regular channels.

TO TEE SUPERINTENDENT OF SCHOOLS:

I hereby request that my name be changed on the school records

from

to

efiecti

Information concerninug my marriage is furnished as follows:

Date of marriage

Place of marriage

Name of person officiating

Marriage cerOcate number

Forwarded:

Prus.pal

A ft514 cat Lups tin cr:dor!

Figure 3-23
3-73
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PIP,h1c XCII0Oh 01;;mti:T L.:ohbi;JA
D C.

CI101 11)5' ANn/n wirP,To IWP11

Name
(List name eact::,1y cth upperirs on payroll)

,School

Ti tic! or
Po t i on

_

New Street A66ress

( y")-

New Teleohone Number

social SecurIl ty Nuilber

t.

Check one
() Perm,'
0 Prob.
()

Tt.w.InCief.

. _ _ .

(Stit,miture or c.ripl oyee )

11e4!:: forvmrd one copy to the D2nartment of Perrionnel
Ore° (3) day.; after chanp:e or ad6resu.

Figure :1-2.1
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3. 8 Sta if Scheduling

The matter of deployment of staff has been treated Lt length in

this report, Section 2, Orp;anization/Staffing Plan, pp, 2-52 to 2-69. The

Staff Scheduling Procedures described here identify the acninistrative, responsi-

bility for the procedures, information requirements for their effective :1(111-anis-

tration, and warning indicators should the system not be functioning as planned.

In general, they provid-.3 the staff with the tools necessary to initiate staff

scheduling, which will be an on-going process. It is impossible at this point to

identify all procedures and alternatives since the exact nature of the staff and

composition of the student body are not yet known,

3. 8.1 Administrative Responsibility

The Staff Development Coordinator, with the aid of the Master

Teacher, will have the responsibility of managing data and report production,

supervising the operation of procedures, and assuming leadership in staff sched-

uling. In addition, the Staff Development Coordinator, Master Teacher, and

Administrative Coordinator will conduct initial evaluations of the efficiency of

staff scheduling, and will consult with whoever may seeps appropriate regarding

adjustments. Internal stage scheduling- concerns can be discussed during the

stage meetings.

In the first three months of operation, staff schedules should lie

duplicated by the Staff Development Coordinator and distribute.d 10 all staff and

again on as rcgular a basil. a.: the frequency of individual scheduling chans

require::. After the first three months, nlodifie:Itiolo; in prcparin; ;:nd

this information may be considered.

3-71
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It will be the 1'c:sly sibility of the Stage. Representative, reporting to

the Staff Development Coordinat'.)r, to monitor daily scheduling during the early

operations of the Fort Lincoln School to assure that adequate minimum coverage is

p.,ovided and individuA 5tudents arc receiving appropriate adult assistance. Particularly

important is the necessity to verify the assumption that adult absences will require

virtually no substitutes because staffing provisions will provide a self-sealing system.

3.8.2 Information System

The key to successful staff scheduling is an information system which

will allow for summary evaluations by verifying assumptions and indicating roadblocks

to implementing plans. Actual scheduling procedures simply require decisions by

persol.nel regarding their availability, publication of the availability schedules, and

adherence to commitments.

3.8.2.1 Assumptions

Staff scheduling can begin during Phase I of the training program

as soon as certain information is availal le regarding student enrollment and staff

capabilities and availability. The actual staff schedules can be developed with little

difficulty using the guidelines described on pp. 2-52 'o 2-69 of this report,

5.eetion 2, Otganization/Staffinir Plans unless the assumptions which have been made

are grossly out of line with actual facts. If the assumptions prove to be incorrect,

then adjustments must be made in staff and student assignment. Therefore, the first

requirement for staff scheduling is to examine the following dath relating to the

assumptions:

Listing of professional specialties by stage and salary

level.
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o Age distribution of students within stages.

o Percentage of students choosing to attend school on Monday

through Friday or Tuesday through Saturday schedules, and

those choosing to attend on Saturday for special purposes.

This will permit actual student loading by day to be displayed.

Hourly distribution of students, indicating the staff coverage

required during any one day.

Listing of staff vacation choices.

o Listing of expected volunteer service, by capability and dates

and hours available.

3. 8. 2. 2 Evaluati-m

The evaluation of staff scheduling efficiency will require infor-

mation indicating the extent to which particular objectives of daily operation are

being met. Some warning indicators which can be used for system evaluation will

be obtained from reports generated on a weekly basis during the first six months of

school operation. The reports will contain data on:

Staff activities during 6 1/2 hour working period, showing

particularly the time spent on: individual instruction,

student planning conferences, individual professional planning,

clerical tasks, study supervision, stage planning, in-service

training, etc. can be gathered from the personnel records

system, and a display of daily activities should be produced.

e Staff capabilities, according to subject areas. See this
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report, Section 2, Organization/Staffing Plan, h. 2-54).

Where specific capabilities arc missing, compensatory

approaches should be considered,

Hourly ratio of students to professional personnel -- not

to be lower than 20:1.

The warning indicators may suggest a need for re-evaluating

staff deployment.
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3.9 Procurement

The need to provide a streamlined procurement process for the Fort

Lincoln Schools is based upon the slow turnaround time and less than adequate inven-

tory control of the D. C. Schools' procurement system. In addition, the procurement

process for the Fort Lincoln Schools cannot rely exte. sivcly upon the procedures

of the D. C. Schools, since such an arrangement would add to the operating burdens

of the parent system. Therefore, in this section a rather simple manual procure-.

merit system will be described which can be expanded and refined as the Fort

Lincoln Schools begin operation.

3. 9, 1 Objectives

The system design described here will attempt to:

Permit rapid acquisition of required materials;

Permit purchase by personnel, including students, who are

close to the level of use;

o Permit teachers to purchase materials using discretionary

funds established for this purpose;

o Provide methods of inventory and financial control.

3. 9. 2 Responsibilities

The overall administration of the procurement process will be the

responsibility of the Administrative Coordinator. Daily operations will be super-

vised by the Office Manager, with the assistance of his clerical staff and the

central Resource Coo rdin at or.
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The central Resource coordinator, with the assistance of paid Com-

munity aides, will be responsible for the central inventory control. Vie Coordina-

tor will also assist stage representatives in designing the methods for controlling

inventory within stages.

Teachers will participate in the procurement process through the

initiation of requisitions and purchase orders, the maintenance of related account

books, and the supervision of the activities of students in Stages II and above who

demonstrate the capability of generating their own purchase orders. Teachers and

students may also be permitted to make direct purchases within the guidelines that

are established (luring Phase I of the training program.

3.9.3 Procedures

3.9.3.1 Requisitions

Figure 3-25 shows the procedure to be used when a requisition

for materials is initiated by a staff member. The requisition may originate as a

periodic or annual requisition, or as a spacial request for an item needed during

the year.

3.9.3.1.1 Periodic Requisitions

Periodic requisitions arc those which usually occur on an

annual basis and generally reflect program planning. The dates for submitting

these requisitions will be determined by the Office Manager. He will esamine

requests for completeness and accuracy and wil' .isert additional budget data when

. necessary, He will consul'', with the rcquestor concerning any changes necessary,

and \\ ill inform him of the neiion taken on the requisition. Figure 3-26 depicts the

procedures for handling a periodic requisition.
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Teacher or staff member
request for supplies, equip-
ment, or materials

Inventory Chock can request
be filled?

No

Can Items be obtained thru
arranging a Imn or transfer
of the items?

No

Can Items be obtained thru
the Office Manager within
time constraint?

No

Can Item he purchased using
the direct purchase reimbursement
procedure

F---
No

4
Special case - consult with
Office Manager

Delivery
YES t> Records

Updated

YES

.YES

Delivery
Records
Updated

Submit a special
requisition or submit
with next periodic
requkition

Purchase item and
r.:, submit reimburse-

ment form

Figure 3-25. Request initiated by Teacher or Staff Member
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Staff provides input by stages

Central Resources Coordinator 1
consolidates all periodic requisi-
tions

1

'1

Requisitions reviewed by Office
Manager and method of purchase
decided

Dir :et purchase through FLNT
Schools arranged

Accounts encumbered files
updated

ht> Request forwarded
I

Feedback to to D. C. School Supply
requesting Officer
source

A

I.

Figure 3-2G. Periodic Requisitions
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Figure 3 -27 shows what happens to a periodic or special requisi

tion when it is forwarded to the D. C. Schools.

3.9.3.1.2 Speedo]. Requisitions

Sped ti requisitions will occur for several reasons, e. g. , to

purchase perishables or to meet unanticipated needs.

Special requests will be examined initially to determine the

availability of requeste I items in the school inventory from records and visual

identification. Availability implies that the item is contained in the inventory of

the school and that the item is not reserved for a specific project or individual.

Tl -:! flow of a special :.equisition is depicted in Figure 3-23.

3.9.4 Requisition Forms

Requisition Form BR-1, Figure 3-29, is used for requesting items

within the school from the central Resource Coordinator.

Form R-1, Figure 3-30, is t.,ed for requesting and authorizing the

procurement of all supplies and equipment, either periodically or at special times.

The last page of R-3 lists the requested item(s). Nomenclature and code data are

contained in the Standard Schedule of Supplies of the D. C. School Catalog or the

catalogs prepared for the Fort Lincoln School. Special requisitions will be accom-

panied by Form RJ-1, Figure 3-31, Special Requisition Justification.

Requisitions are submitted to the appropriate approving authority;

a copy is retained by the central Resource Coordinator and the remaining copies

arc forwarded to the Office Manager. (The need for an approving authority lictv(-on

the originator :,nd the Office Manager will be determined in Phase I of the training:
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Requisition Forwarded from FLNT to
DCS, FLNT makes pending encumbrance

___

Receipt of requisition by DCS Office

MtRequisition processed
..I al. ),

Copy of requisition forwarded to FLNT
Office Manager makes final encumbrance

Update file, copy of requisition forwarded
to source

11

Receipt of items by source
4___ ___i

Office Manager notified of receipt, files
updated

/1'

DCS notified of receipt

ALL FEEDBACK
TO FLNT

Figure 3-27. Requisitions ForN:ircic(1 to D. C. Schools Supply Office
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Requisition Prepared

[ Approval

Forwarded to Office Manager

-4
t
t
t

Request Pr9ccsscd:
File number assigned
Checking for Accuracy & Authorization
Historical File Updated
Accounting Staf s Reviewed
Pending Encumbrance Made

FEEDBACK TO SCHOOL
OR PROJECT

Can Item by obtained thru normal channel? --YES

Direct procurement by staff member makes
final encumbrance

Upon receipt of items source returns copy
of requisition and packing slip to Office
Manager

Figure Special Requisitinn

3-8

-

Requisition forwarded
to DCS Officer
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NOTE:

REQUEST FOR SUPPLIES, EQUIPMENT, AND MATERIALS

(Date)

FORT LINCOLN NEW TOWN

Submit in duplicate, Original will be returned upon delivery of
item(s), If delivery cannot be made as requested, you will be
notified by the store clerk,

Please deliver the following item(s) to on
(Place)

(Date)

Requested by:
(Signature)

(Print Name)

Quantity Item

Remarks:

Fig,ure 3-29 Form BR-1
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j
I.

program.) The requisition is always completed by the originator of the request,

even the student where appropriate.

3. 9.5 Types of Procurement Methods

The following items are taken from the Department of Business

Administration Operating Procedures Manual6, and serve as useful guidelines to

Fort Lincoln School personnel.

Small Purchases - This method is used for open market pur-

chases whe the total cost per item is less than $100. '1 his

type purchase is limited to the metropolitan area and delivery

is usually possible at the time of purchase or shortly there-

after.

Single Letter Quotation - This procedure is used for open mar-

ket purchases from a single vendor of items whose total cost

is less than $500. Processing of the requisition and quotation

requires approximately 15 days and delivery time will be

established by the vendor to whom the aard for purchase is

made.

o Three Letter Quotation - This method is used for open market

purchases and is addressed to at least three (3) vendors for

items whose total cost is between $500 lad $2,500. The pro-

cessing time is approximately 20 days. Delivery time is depen-

dent upon the response time offered by the lowest succe'.-,sful

Operatim, Procedures Manual, Department of 13usincss Achr,inistration,
September, 1i169
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bidder. Generally, this requirement is part of the requcst for

(point ion.

e Bid Invitations - This procedure is used for making oi7en mar-

ket purchases where total costs of similar items exceed $2, 500.

Although individual items may cost as little as $5, an accumula-

tion of like items may require the bid process. 13ids are pre-

pared by the Supply Management Section, forwarded to the D. C.

Purchasing Officer for approval and subsequent distribution to

all bidders on the D. C. Procurement list. This method of pro-

curement usually requires approximately 90 days from the pre-

paration of th.; bid to the delivery of the goods purchased.

Federal Contracts - These are contracts negotiated by the

General Services Administration and used where items desired

by the school system are available. Items purchased are

obtained from local dealers if possible. The processing through

delivery time is approximately 90 days. There are no limita-

tions on the use of Federal contracts.

o General Services Administration Contracts - These are contracts

of general items maintained in GSA stock warehouses. This

method of procurement is used when items are av ilable from

warehouses in which the school system is interested. There

arc no limitations on the use of these contracts. The process-

ing through delivery time of any requisition is approximately.

30 days.
272
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included on filo nea two pages are recent changes to the Operating.

Procedures Manual which indicate efforts being made within the D. C. Schools to

reinforce the direct purchase option.
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1

Change No. 2

2/1/70

TRANIITTAL

This Department of Business Administration Operation Procedures Manual is
intended to haplcment and amplify the policies and general regulations
adopted by the Board of. Education. Included are detailed regulations and
procedures to assist and inform the operating officials requiring services
and support from the Department of Business Administration.

I. Updatiw, of Manual - This manual represents an attempt to
compile and explain the several procedures and regulations
relating to the services performed by the Department of
Business Administration. Each chapter is concerned with
specific services provided by the department and has its
own separate paging ar:7angement to facilitate updating. Of
necessity, the manual will require revision from time to
time. If the revision is minor and relates to a change in
occasional words, a notice will be sent to all operating
officials indicating such change. When entire sections or
paragraphs are changed, substitute pages will be sent to
each official. It till be the responsibility of all oper-
ating officials to m?intain the manual in its current state.
The functioning of Cae Department of Business Administration
will be enhanced, thus improving services, when these pro-
cedures a:e followed. Jai lure to do so will very often reduce
the effectiveness of the depart:.'ent to provide the services
requested.

II Applicability of Manual - The regulations and procedures
contained in this msnu,11 are applicable to all business
transactions relating to the use and/or control of public
school resources exclusive of Buildings and Grounds. Ex-

cluded are local funds retained by the individual schools.
Since this manual is intendA for system-wide use, comments
and suggestions for imprcvement are invited. It is antici-
pated that as experience grows with the use of this manual
and operating officials become more familiar with it, changes
will be necessary.

III. Codiny, - The numbers in the upper right corner of each pogo
indicate the gene,7a1 references to the policies and general
rogulstions manual to be issued for system-wide use.

(
Acting Sty( ri nt f,nlent of r,c'uool
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3.30 N.,nnicitionfriPro;:*

Subatitut:a the

(8)

3.370 Series

Chene
2/1/70

Dire Nrch:frn - To encore effective cullport for dLt7onctrntion
type instruction, ochool principrds and te:chc:,n heva the
authority to direct purchaceo of oelocted item. Dirct
purcharen my be occllitihcd by nith:!r the indiviclonl nAld,A;
payLant to vendor, or if von-2or by item being £urni:c1u
to individual nithc,ut pat.ant. If individITA paya
for item, the recaipt rand foal. D.C. 105 should be for:Yarded
to the Accounting Office. If vendor furnishes item without
payncnt, then invoice toot.hcr lath rsiv,to should be forwarded
to Supply Office for handling. The following itolas arc covered
by this provision:

(a)

FUNDS FOR DIRT:CT ruaconsEs MST BE RESEMD BY
PRINCIPAL FRUA ALLOY,L),f 170 (T113 INITIAL ALLOTHT) TO TIC
SCEODI, I,1) 1:oriT T,f sTi,Ta ON YOJR ALLW,ATION
TRIBUTION VOIA SUBRCT MIA AFFCCYLD, A CUP.=
0017 OF MIS F07,11 tam L ON FIM LUSIISS 0TIM

v-- pai-'ar, and alw[l_nu:1 foil, clonnara nnd deter&antN

for denonctratien and inst.-uctional put-pact; in hoa econo:ficn
clseces. The rut r.ny not ecec,d V5.00 per nanth for each
teacher of ho::..a

(b) spacinc, pre7:,,rod rlicrzscpe elides end radio-
isotopes- for the in5truction of ccie.:nec 17,:ty be pnrchElccd

but not to occad $35.00 par r:cath for ecel teacher of
science.

(c) F1r, able coluticnc not to c):cend $10.0 a month for ez%eh
teacher of int:utrinl nrt:.1 and voctional education tul,.;!cet
may be purchar,cd.

(d) Tonchcrc of m sic, Clyzical odocnitoo, end lnn:.,uo era
authorin:L4 to purola phongrz-Th record!: oral 6/1,2(..t

for inst;liellonal purcc:1 at a r,: to not to c;:ecc: $53.0
per month par tor.
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3.9. G Inventory Control

The central Resource Coordinator will be responsible for maintain-

ing an inventory of supplies, equipment, and materials .12r the First Facility.

The Supply Inventory Card (see Figure3-32) will be used to record

the transactions described below. Each transaction will be recorded on a separate

line.

The date of the transaction will be recorded in Colurim A.

Receipt of supplies

The receipt of supplies will be recorded by entering the
quantity received in Column B.

The school file number of the requisition used to request
the supplies will be recorded in Column F, under Remarks.

s Physical Inventory

Column C will be used to record quantity data resulting
from physical inventories. Physical inventories will be
required in the following situations.

During the second month of each school year, all
items must be inventoried.
Following theft, vandalism, and/or damage, all
items will be inventoried.

Column D will be used to record clata which will indicate
the quantity disbursed or disposed of during the period
following the previous physical inventory. The number to
be record,A will be calculated as follows: add all entries
in Colvin: T3 that have been recorded subsequent to the
previous inventory to the previous amount on-hand (record-
ed as a result of the previous inventory). From this total,
subtract the on-hand quantity as d-termined by the current
physical inventory. Record the results in Column D.

- Column F 11 be used to record the purpose of each
cal inventory.
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o Ordering Supplies

The quantity ordered will Lc recorded in Column E.

Column F will he used to rocord the school file numlicr of
the requisition.

A perpetual inventory of equipment will be maintained. An illus-

tration of an Equipment Property Card is provided (Figure3-:rt). A separate card

will be filled out fur each piece of equipment in the school and the cards will be

filed alphabetically. An Equipmeni- Inventory Card (Figure 3 -34) will be placed in

front of each group of 1)1'01)00,3' cards which relates to the same type of equipment.

For example, if a school has 20 sewing machines, there would be a group of 20

property cards for this type of equipment. In front of this group of cards would

be an Equipment Inventory Card that will be a different color than the property

card so that it can b0 located easily. Thr Equipment inventory Card is similar to

the Supply Inventory Card. The code and nomenclature of the equipment arc con-

tained in the heading. More specific identifyina data will be contained on the pro-

perty cards. Each transaction will be recorded on a Eiparate line and the date of

the transaction will be indicated in the first column. The Equipment Inventory

Card is not intended as a control card; therefore, location or assignment Nvill not

be indicated nn the card and there 13 no need for disbursement data. The number

of borrowed items in the school will be noted in Column C, and the number of

items on-loan will be recorded in Column P. Appropriate remarks Rill be entered

in Column J. Column G will be used to note equipment which is on-hand but is not

usable. Column II will be used to Indicate the number of items not in use. This

number will not include those items which are unusable or on-loan, Column I will
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CODE:

(TVI)C CII.y)

NOMENCLATURE:

NAME OF BUILDING:

DATE OF RECEIPT: P.O. NUMBER

MAKE AND/OR MANUFACTURER: VENDOR:

SERIAL NO.:

SME OF DIMMENSION:

MODEL NO.: MOTOR NO.:

MAT:MIAL and/or COLOR:

LOCATION:

SUsc Pencil Onl:)._

REMARKS:

CONDITION:

Figure 3-33 Equipment Properly Card

J-08
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be used to indicate adjustments result in; from theft, vandal is in, transfer, or the

retirhg of equipment.

The central Resource Coordinator will be responsible for the fol-

lowing:

Receipt and disbursement of supplies, equipment, and mater-

ials. The original requisition should be checked to determine

whether an item has been ordered for a specific purpose; any

necessary comments to this effect should be noted on the

inventory record.

Assisting the Office Manager with the initial preparation of

inventory records.

Adding new records as new items are added to the inventory

of the School. Copic,, of the irventory file will be submitted

periodically to the Office Manager.

Aiding staff in the preparation of periodic and special requisi-

tions. A copy of each request originating in the school should

be filed. This copy will be used to "follow up" requests and

cheek incoming supplies, equipment, and materials.

Determining the availability of items requested by staff in the

inventory of the school from the inventory records and visual

identification, if the item is available and is not reserved or

authorized for limited distribution by the principal or project

leader, the inventory record will be updated and delivery will

be made.
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3.9.7 Standard l\iitterials Lists

Beginning with the recommended list of supplies and equipment

provided in the Education Plan, a series of standard materials lists should be

prepared in which the experiences of Fort Lincoln School personnel and personnel

of the D. C. Schools should be utilized. The lists would effect economy through

bulk ordering, standardize materials, and facilitate ordering.

The compilation of these lists should begin after school opens, be

updated annually, and constantly evaluated and revised. They should include the

following entries, among others, grouping items with similarities:

Item description

Catalog reference

Units available

Unit price

Units desired

Totals

3. 9. 8 Implementation

In order for the system described hare to work effectively, the

following steps must be completed:

These procedures and forms must be reviewed and refined by

D. C. schools, Special Projects, and GLC personnel on a

team basis.

Form design must be completed and forms reproduced.
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Preservicc training for all staff members in carrying out pro-

cedures must be completed.

Procedures must be cstablb;lied for the expenditure of discre-

tionary and controlled funds by teachers and students.

Guidelines for the control of equipment taken home by students

and teachers must be established.

The utility of the requisition as a basis for a purchase order

must be examined and modified where necessary.

Procedures for the direct expenditure and reimbursement of

cash must be established.
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3, 10 Accounting- System

This section describes a fiscal accounting system which will

provide the Fort Lincoln School with a useful lool for iranaging educational pro-

grams. An accounting, system is necessary to monitor activities and to relate

costs to educational performance measures. Long-range planning depends upon

knowing the relationship of efforts to achievement. The ability of Fort Lincoln

personnel to evaluate their efforts and to use this evaluation as a springboard

for long-range planning should increase theft flexibility and strengthen the

foundation of the operation.

3, 10. 1 Purpose

An appropriate accounting system should show allotments, obligations,

and ex-penditures in ways which will be useful for a variety of control and management

purposes. For example, it is necessary to develop financial status reports for the

basic purpose of control, both for Fort Lincoln and the D. C. Schools. That is,

once allotments have been established, procedures must be established to make

certain that funds arc being spent for the purposes intended, when these purposes

have been specified. It may also be desirable to make comparisons between the

rezottrees allocated to different programs. When an administrative system is

operating adequately, it would he reasonable to expect that a comparison of costs

allocated to different programs over a period of time could he produced. A decision

about the redirection of efforts among stages, or functions, as an example, requires

knowledge of the past resources expended for these programs in relation to the

number of students affected by each program.
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The financial accounting system is designed to provide the Fort

Lincoln staff with comprehensive information for control of expenditures and for

educational decision making. The system should permit au analysis r)f the relation-

ship between stated objectives of the school and the resources which have been

allocated for the attainment of the objectives.

Specifically, the accounting system is &signed to provide periodic

status reports of allotments, obligations, and expenditures for the total Fort Lincoln

operation and individual programs. (See Section 3,11.)

3.10.2 Accounting Structure

The FY '70 budget for the D. C. Schools included a discussion of the

possibility of building a Program-Planning-Budgeting system into the budget opera-

tion. It is hoped that aspects of the accounting system developed here will support

a PPB system. It should be emphasized that data organized using the PPB system

can set ve the educational decision-maker in planning. A PPB system is a tool

which can be used to make more informed and intelligent decisions about the future.

Its usefulness depends upon appropriate organization of program data.

The current conventional practice in public schools is to use the

Federal Accounting System to prepare budgets a; related accounting systems by

activity and object as it Is currently done in the D. C. Schools. The information

generated is appropriate for control purposes, for observation of trends, and for

some broad types of evaluation such as the adequacy of provisions for bighting

maintenance over a period of time. Generally, program reporting has not been

developed. However, proper application of the Federal Accounting System can

provide cost data about specific curriculum programs.
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Currently, the public school administrator uses a simplified fiscal

accounting model (See Figure3-35 ) to examine fiscal activities, e.g., to compare

funds budgeted and spent for administratic a (total row A) io funds budgeted and

spent for instruction (total row B). Ile may compare expend"mres for instructional

supplies (face B-11) and instructional equipment (face or salaries for 'adminis-

tration (face A-I) and salaries for instruction (face B-I).

The combinations of information which can be obit-lined are limited

only by the classification scheme which is devised for the codes. Therefore, it is

necessary to assign codes as the budget is being prepared. This can be facilitated

if the school administrator and his staff specify in advance the information they

wish to obtain.

The addition of program codes will permit comparisons of expendi-

tures for efforts such as:

Total General Administration (entire slice a) and total

Staff Development (entire slice d)

Total instructional cost for Stage II (slice c of entire

row B) and total instructional cost for stage I (slice b

of entire row B)

The newly modified D. C. Charter of Accounts will be used as the

framework for activity and object accounting. Whether the activity and object

classifications are adequate for program accounting can be decided after the system

is used for a period of time. One of the objectives of this proposal is to develop

an understanding of th3 purposes of an accounting system and the powerful tool it

can provide management.
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Activity Codes

Administration

Instruction

Health

Building Maintenance

Transportation

Capital Outlay

I

I

I
A ----T

H In IV V VI

13 -1

C -47

D 7

E -,

, F -7

U)

too ti g bot
5.,

to

I-I
a rt0, 0

fg V) W 0 1'4 kl

Figure 3-35 Fiscal Accounting Model
3-106

-- General Adm.

--- Stage I Inst.
- -- Stage H Inst.

- Staff Development
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3. 10. 3 System Inputs

The sources of input to the accounting system will be the control

allotments received from the D. C. Schools, the requisition (in some ea ies the

purchase order) which fr,s gone throu;;11 the procurement process, and the invoice

which is forwarded through the procurement system. For personnel transactions,

the source of input will be a card containing all pertinent information about each

staff member.

3. 10. 4 Procurement.

The information flow from procurement to Fort Lincoln School

accounting is based upon the assumption that the D. C. Schools' central office will

continue to disburse funds for the Fort Lincoln School.

The Fort Lincoln School staff must be certain that accurate and

comprehensive information regarding requisitions is entered into its accounting

system. Therefore, when the D. C. Supply Officer has reviewed all Fort Lincoln

requests which flow from the Office Manager, and feeds back data pertaining to the

disposition of these requests, the Office Manager imst provide Fort Lincoln per-

sonnel with appropriate information for account encumbrances. This requircs that

the information flowing between the central office of the D. C. Schools and the

Fort Lincoln office accurately reflects the final disposition of requests with all the

appropriate coding.

Figure3-30 is a sample flow chart displaying the flow of forms for

recording financial transactions of purchases made through the D. C. Schools.

For FY '71, the Fort Lincoln School staff should maintain a manual

accounting system which should be developed into an automated system after its
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Requisition Developed
by Staff - Hold C #1 1

I

A
I

IC
#4 1c #4

I V
1

1
C's #2, 3, 4 Forwarded to

FLNTL . Account Status RevieweJ
. Pending Encumbrances

-Hold C 02 C #4

I

DCS Central
Aeetg, and D. A. I. S.

A **

Periodic
Reports

C #4

C's 3, 4, Forwarjed to
DOS Simply Office

C #4 Returned to
FI,NT with Notice of Final

Disposition
Hold C #3

4C #4 may replace the "floater" copy currently used by the D. C. schools' Central
Office when purchased goods are sent directly to the requesting source.

**This flow should be designed for the needs of the D. C. schools' Central Office
in recording transactions in the central accounting system.

Figure 3-3G Requisition Mow - For Purcluo.:;es Through D. C. Offices
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efficiency and utility have been established. Detailed records will be maintained

at the stage level, with entries male by variolAs staff members, The principal

responsibility of the central administration will be for consolidating and centralizing

records.

The design of procedures will require inputs from all lev-ls in the

system. Te;:chers will be expected to account for all their fiscal transactions, and

to make purchases using discretionary funds. In addition, students will be allowed

to execute and keep track of some financial activities, such as the purchasing of

and accounting for supply items. Initial recording and control of all transactions

will be kept at the level of their (Jxecution.

Maintenance of an accounting system as described will result in

displays of information available on a periodic and demand basis for control and

monitoring purposes. The format will be useful for program accounting within

Fort Lincoln and will also be compatible with D. C. School requirements.

3. 10. 5 Responsibilities

The overall administration of the accounting system for the Fort

Lincoln School is the responsibility of the Administrative Coordinator. The daily

operations will be managed by the Office Manager, who will delegate responsibility

for maintaining records to one of the clerks in the central office. Stage level

accounting will be dune by a para.,?rofessional designated by the stage representative.

The principal responsibility of this paraprofessional will b to supervise the

accounting entries made by stude its and staff, and to collate all data relating to

stage level accounting. The 3tag2, representative will be responsible for submitting

required periodic and special reports to the Office Manager. A broad description of
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responsibilities is displayed in Figure 3-37.

There are two principal sources of entry into the -ccount books:

annual transactions regarding personnel and materials, which will be the immediate

responsibility of the Office Manager; and the daily transaction, which will be the

responsibility of paraprofessionals and the stage representative.

3. 10. 6 Document Coding

All financial transactions must be recorded in such a way as to be

useful to the accounting system. Proper coding must be shown on all requisitions,

travel requests, direct payment invoice, or any other documents requiring funds.

The current coding system for the D. C. Schools, derived from the

D. C. Charter of Accounts, provides a rather complex system of numerical coding

for transactions. Beginning in FY '70, the system will provide information related

to specific programs.

Complexity of coding noes not automatically provide fur information

useful to program analysis nor does it preclude useful program accounting. However,

the complexity cannot be removed if the system proposed for the Fort Lincoln

Schools is to be compatible with the requirements of the D. C. Schools and Govern-

ment. The components of the system proposed for the D. C. Schools, for FY '70,

and which will be used in the ....oat Lincoln Schools, are as follows:

1 2 3 4 5 6 7 8
0 0 0 0 0 0 0 0

9 1C 11 12 13 14 15 16 1't t8
0 0 0 0 0 0 0 0 0 0

Agency Fiscal Funds Allotment Activity Object Sub-Object
Year

o The first two digits refer to the agency processing the

document, and 10 is used for the publio schools.
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PERSON/FUNCTION FLOW CHART

Complements flow charts displayed in discussion of Procurement Process.

Overall Res )onsibilitv: Administrative Coordinator

Allotments

Opening Entries
Maintenance of
Personnel Records

o Preparation of
Program, Stage,
and Building
Summaries'

Officc Clerk

Opening Entries
for Stage Accounts

o Consolidated Stage
Accounting
(Program Summaries)

Paraprofessional

Ledger Entries
(Allotments and
Transactions)
Maintenance of
Encumbrance
Journal

Staff and Students

Figure 3-37
3-1l1

o Information
Summary Report
Preparation
Processing of
P. 0. 's and
Requisition
Recording of
Personnel Action

Office Manager

D. C.
Schools
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o For fiscal year coiling, the last two digits of the

normal year designation are used.

Digits 5 8 arc used to designate the source of fwMIng,

and 9n11 will be used for all Fort Lincoln School purposes

to indicate that the funds are administered through the

D. C. Schools. In this way, Fort Lincoln School costs

can be separated from the costs of the rest of the D. C.

system, while using the same basic accounting codes as

that system.

Digits 9 - 11, the allotment code, indicate the primary

control esablished or the program code, and the source

of funding. For example, the following digits in the

9 - 11 position would have the following meanings.

01 Administrative Services, District Funds

Adm. Ser. Dist. Appropriation

5 01 Boy's Junior-Senior High School

Spec. Ed. Dist. Appropriation

8 11 Buildings and Grounds, Dept. Office Impact Aid

Adm. Ser. impact Aid

The allotment code is presented in detail at the end of this

sect Loa.

Digits 12 - 14 arc used to designate the program category

to which the transaction should be charged. Fur example,

the following are 6 me actual examples:
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(3E Pre-kindergarten

13B Project Bead-Secondary

16A Capitol Page School

It is apparent that the immediate difference in codes

for elementary and seeondafy Fehools is the first digit.

In this case 0 is always used as the first digit in the

program category code to designate elementary schools,

while 1 is always used as the first digit to designate

secondary schools.

The program category codes are listed in detail at the conclusion of this section.

3. 10. 7 Procedures

3. 10. 7.1 Ledger Production

The first procedure in establishing appropriate records is to set

up the account ledgers according to program. Several steps are required.

Opening entries must be made to identify source of

funds and program allocations (Form A-1, Figure

3-38). The information is transferred from the

coded allotments received from the D. C. central

office. (See Midterm Report, Volume III, Funding

Plan, p. 6-6.)

Development of a separate folder for cach program,

containing the following:

- Program scription taken from control allotments to
show all appropriatiow7 (Form A-2, Figure 3 -SO).
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Date

7/1/70

Form A-I

FORT LINCOLN NEW TOWN
Opening Entries

F. Y. 1971

Account Description Amount

Direct Funding D.C. Schools (assume)

General Administration

Instruction

Stage I

Stage II

Stage III &IV

Staff Development

Community

Figure :3-38
3-114

$1, 025,180

$1, 025,180

$127, 490

$163, 850

$199,260

$239, 820

$ 32,490

$262, 270

$1. 025,180
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Encumbrance journal containing entries taken from
the requisition, purchase order, and personnel back-
up sheets; entries are made within each program in
chronological order by vendor (Form A-3, Figure 3-40).
Acorn:: 1t ledger sheets within each program to show
allotments by activity and main object (Form
Figure 3-41).

Fig lireS 3-42 to 3-46 are sample forms and procedures in which it is assumed that

the following transactions were developed by the Fort Lincoln School office for the

General Administration of the facility.

P.O. #3924, dated 10/04/70; Order placed with I. J. Hammett for:

1 Desk Calculator for Administration g'$770.00

12 Cartons Duplicating Paper for Admin. Ct$ 30.00

1 Duplicating Machine for Administration g$430.00
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3.10.7.2 Ledger Production for Personnel

Actions on recommendations regarding personnel result in Board

Orders forwarded to Fort Lincoln School staff from the D. Board of Education.

The Board Order is a standard form (see Figure 3-14)which presents the following

information:

Name of Appointee

Classification (GAS or TSA)

Specific Assignment (Program)

Grade Level

Location

Salary

Social Security Number

Account Code (added for Fort Lincoln Schools)

If new assignments are made during the year, or if existing assign-

ments are modified, notations are made on a file card provided for each Board

Order. In this way information on total staff is updated continually. The individual

file cards are maintained within Fort Lincoln School records according to particular

programs. These cards provide all the information necessary to account for these

personnel. The one shortcoming of the current D. C. System is that the data from

the file cards are not organized to feed into an accounting system.

The only requirement for the production of periodic reports is to

enter the data from individual cards onto personnel back-up sheets for each program.

Preparing a single sheet for each object-sub-object classification by individual

program will provide the Inputs to be entered into the account ledg,crs. This
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consolidated information could also be used fur the production of other types of

reports. A sample of the personnel ledger is Shown (Form S-1, Figure 3-43),

A personnel back-up sheet is also presented (Form S-2, Figure 3-44).

The bulk of entries will be made before the start of the school year.

Each position will be listed separately, and the ledger will be updated as Board

Orders are required. The mcnthly entries to the program activity object sheets

(PR-3, Figure 3-45) will be he sum total of the columns on the individual personnel

ledgers. All entries will be for yearly contracted salaries (or fractions negotiated).

For the purpos,? of balancing all program totals, an account will

also he kept for personnel benefits. However, the entries will be made on a yearly

basis, since for the irpose of reporting, these figures will remain constant. This

form will serve as the accouir: ledger for personnel benefits, and is shown along

with the other account ledger ;ample (Form A-4, Figure 3-42).

3.10.8 System Outputs

3.10.8.1 Periodic Jleports

Samples a some periodic reports are presented. Although a

sample of a consolidated report at the building level has not been shown, building

reports can be produced by summing all activity and object tiTnsactions for each

building across all programs, provided the appropriate building cedes are entered

into the account ledgers. The actual procedure does not differ from the steps

required to produce individut 1 program reports by activity and object.

3.10.8.2 Procedures

The reports are pi odueed in reverse order from the sequence in

which the forms are presented in this report. The individual summary reports lei'
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each program are first compiled for each program by object codes (Figure 3-45).

The necessary consolidations then can be developed

The data for the production of the reports come fro the account

ledger for each program.

Allotments, encumbrances, and exnenditurea are recw*d in the

account ledgers for a single activity and a single main object within each progTam

(see Figure 3-41). The totals of each of these entries will be transferred to an

individual Program Report Summary (Figure 3-45) on a monthly basis.

This form will be updated and distributed each month, showing

year-to-date totals taken from the account ledgers. After the first month's activities

are recorded, the transactions for each month thereafter will be added to the year-

to-date totals.

The production of the ':eport for total Fort Lincoln School control

can be dcvelope-J by consolidating the reports described previously. After all of

the individual program reports are prepared, a consolidated report is then prepared

for all programs by summing the like object, sub-object figures.

The production of the summary report for all programs (see Form

PR-1, Figure 3-46) is achieved by adding all the totals on the bottom roes for each

program as presented in Figure 345. The summary report will be prepared e.ttch

month showing the year-to-date totals.

The monthly reports, excluding the individual account ledgers,

should be duplicated for dbarfoution to all Fort Lincoln adminirtratonJ and stage

representatives. the accounting office of the I). C. Schools, and the budget office

of the I). C. Schools.
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3.10. 9 Implementation

Before the accounting system described here can be realized in the

Fort Lincoln School operations, several steps must be completed:

o All forms and procedures must be reviewed and refined

by the Special Projects Division in conjunction with D. C.

Schools' personnel and General Learning Corporation.

e Forms and procedures must receive a final review and

refinement in Phase I of the training program. (This

might be updated by review by the Office Manager and

Administrative Coordinator prior to the beginning of the

training program.)

Forms must be reproduced by the opening of

school.

3.10. 10 Additional Information

Additional information and forms required by the D. C. Schools are

presented to provide broader knowledge of total D. C. School System operations.

These are:

Administrative Control of Appropriations and Allotments --

Budget Memo 69-7.

P;oeudures on control of school funds (3109 series of D. C.

Schools Department of Business Administration Procedures

Manual).

Report of School Funds -- Form 79a, Figure 3-17.

Report of School Funds -- Form 192, Figure 3-18.

3-127
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ADMINISTPAT3VE ota11101, OF

APHOPRIATIONS AND All.,0Ti.11:NIS

Budget Memo 69-7

This directive prescribes the policies and procedures for the administrative
control of Appropriated Funds, Donations, Federal Grants and Departmental
allotments, Its purpose is to (1) identify authority, (2) define terms used
(3) enforce discipline in financial management, (4) fix responsibility, and
(5) describe procedure.

(1) Autheritv

The authority far these regulations is Section 3679 of the Revised
Statutes, as amended by Section 1211 of the General Appropriations
Act of 1951 (31 USC 665).

(2) Definition of terms

For purposes of this directive the following definitions will apply:

a. L2jaronriation. Funds authorized by the Congress and made available
for obligations and expenditures. The term appropriation also
means obligational authority. This is the authority to create
obligations by contract in advance of appropriations. Appropria-
tions are made to the District Goverment and a designated portion
of the Appropriation allocated to the Public Schools.

b. Allocation. Funds authorized by the D.C. Government and madr,
available for obligations and expenditure by the Public Schools.

c. Allotment. The amount of funds made available to each department,
from all sources, for its use in operating approved programs.
Departmental obligations and expenditures can be made from depart-
mental allotments.

d. Obligations and exnenditures. The financial liability incurred
when a comnitment is made to purchase goods or services or to
acquire assets. Obligations are incurre' whether or not in-
voices arc received or payments have bee ade.

(3) Notification

Departmental allotmcnts will be communicated to each department in
writing at the beginning: of the fiscal year or when funds are
appropriated. Preliminary allotment, based on the request in the
Mayor's budget will he forwarded to the departments, for purpose!:
of planning, prior to the beginning of the fiscal year.

;1 -1 25
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The memorandum rest show balances
and after the transfer, i.e.:

Acco:trt No,

Activity 310

26 Supplies
88 Office Supplies

26 Printing
11 Printing forms

Balance
(date)

3

in the account Lo be decreased belory

increre:e Decrease NeE_Total,

15.00 100.00 115.00

125.00 100.00 25.00

Account balances must be verified by the Accounting Department before re-
quests are :,obmitted to Bud3et.

(6) Allotrent Distribution
Alletmnts will be distributed to each department_ by quarters, i.e.:

Ohlect Title Total 1st Qtr. 2nd Qtr. 3rd Ott. /4th Qtr.

XXXNXXXXX.NX 00,000 0,000 0,000 0,000 0,000

(7) Perr,onel Schedule. In addition to the allotment a personnel sur,:aary
will be furnished each department head showin3 the follorAng informa-
tion:

Temporary employment - Full-time positions established for a limited
period of .ess than a year (or a positiert
determined to be permanent but filled for
less than a year, each year, due to the
.seasonal nr.ture of the work.)

Part-time employm,:nt - Employot in position:3 which require work on
a prearraned schedule of hours less than 8 per
day or won!, less than the proscribed 5 day work
week fo: Cell-time employee:: in the same group

class.

Intermitteul Emprovm:nt
(L'AY)

rcri.1111c.ot Leit

FiI(Tru,rt of consultani:, .nid other.; in pin

At cli reqnire work on an irregular or occa:ional
bal.i!., with hour: or day.; of ,00rh vor based on o
Pre-arrancd schechtle, and iith compe)ation only
for the lia,c actual;y erioyed or for ,:ervice':
rundered.

Positions stahli.:;heJ withent limit or for
a limited periA of a year or mere, or WhiCi.
have hCCII oLzunied for a year el Irsirt, reard-
less of the intent:
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(8) Violatit

The Budu,et hepartment shall prepare for the Superintendent a report

of violations of requirements set.forth in CI)i! directive.

The report shall he restricted to a statement of all the pertinent
facts, including, but act limited to the following:

a. The fund accounts involved.

b. The amount of authorization to over obligate, over obligation,
and/or over expenditure.

c. Unapproved transfers between mandatory sub-allotments.

d. Name and position of person responsible.

e. Brief description of the causes of and circumstances surrounding
the violation w_.:11 an indication whether the violation was willful,
due to careless disregard of instructions, due to emergency circum-
stances, or due to error.

f. A statement regarding the adequacy of the system of administrative
control prescribed pursuant to this directivc. If changes in the
regulations are needed, in the opinion of the official signing the
report, Proposals thereof shall be submitted.

g. Two copies of the report shall be forwarded to the Superintendent's
office, and a copy shall be furnished the derartment head(s) involved.

(9) neorevar,:Thu:, and Redirecting

Allotments shall be reviewed at least COor times each year by the Budget
Department and concerned Department heads and such reapportionments made,
modified, or released as may be necessary to further the effective use
of the appropriation concerned, in accordance with the purposes stated
in the allotment. Budget Memorandum 69-6 sets forth the conditions and
procedures for Reprogramming and Redirecting of funds.

(10) Reserves

A reserve shall be established at each associate superintendent level,
and the Superintendent's level to afford fle:Ahilities.

(11) Effective Date

This directive shall become effective on date of Issuance.

Board Meeting
June IS, 1969

312
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3400 Series

4.60 School Funds - For purposes of these regulations, school funds are
ti,ose available t) specific ,7chools or other parts of the system but which
were not received through allocation from within the system. Most such funds

are those generated by school activities or athletic programs. Sneh resources

may also be referred to as L.ral funds.

4.61 General Controls - Standard acceptable bookkeeping procedures are to

be followed in recording and accounting for all funds. Specifically:

(1) All funds received by any school activity or organization are
to be deposited in the school or com:tercial hank to the credit

of the respective activity or organization. All deposits-
should show the source of the funds received. The number
of titles of school accounts shall be determined by the
principal or a committee appointed by the principal for
this purpose.

(2) All disbursements out of activity or organization funds
shall be made by means of a withdrawl voucher signed by
the authorized person and supported by proper bills, in-
voices, receipts, or other appropriate authorization.
These supporting papers should be retained for the inspec-
tion of auditors or other authorized persons. However, no
bills,shall be paid nor expenditures made from undeposited
funds.

(3) A cash book is to be maintained containing the records for
each activity or organization concerned showing each trans-
action with a brief explanation of the nature of the trans-
action, including the source of funds received or disbursed,
expense or equiptent items paid for, or transfers of funds
in or out.

4.6210ciel Controls for Athletic Proeram Funds All tickets used in
the athletic prograr% are to be secured and accounted for through the office
of the supervising director of athletics. This includes all athletic con-
tests, both league and non-league.

(1) Tickets must be obtained from the office of the supervising
director of athletics by a responsible person frcm each of
the senior high schools and vocational high schools. This
person will be required to sign a receipt for all tickets
received. A copy of this receipt will be retnincd by the
school as well as the supervising director of athletics.

(2) At the end of each sport season, an nccountabiltty of tickets,
sold and unsold, is to be recorde6 on this receipt and re-
turned with all unsold tickets to the office of the supervising .

director of athletics. This receipt will be signed by the per-
son receiving the report and tickets and returned to the school
for its record. Schools are responsible, moneywise, for all
tickets w!Ilch are not returned to the office of thn supervising
director of athletics.
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(3) Each principal shrill appoint a rceiponsible p-erson within the
school to handle tiekets, to 52 responsible for them and mnke
the ticket reports. There must be one central station in each
school at which the students may purchase tickets. All tickets

must be sold in order of sequance. Uneold tickets returned
to the supervising director of athletics in order of sequence
can be reissued to the schools.

(4) To insure proper accounting of both incomt and tickets, the
following procedures must be followed:

(a) Tickets must he used for all athletic events whenever
admission is charged. Money shall not be received at
gate without using tickets.

(b) Tickers are not transferrable to be passed on to other
schools to h' sold. Schools concerned nhould furnish
their on tickets.

(c) Permission for gratis admission for athletes must be
obtained, well in advance of game time, from the super-
vising director of athletics, the coach concerned must
accompany the athletes to identify them at the gate,
and each athlete must show an identification card
(credential card) to the ticket taker.

4.63 Uses of School Funds - There are many acceptable uses of funds. Among
them are:

(1) Supplementary supplies and materials for the improvement
of instruction: reading accelerators, radics, tape re-
corders, public address system, intercommunication system,
playground equipment, musical instruments.

(2) School activities not self-sustaining: school publications,
dramatics, exhibits, orchestra and bands, banquets, dances,
teas, etc.

(3) Student aid: food, clothing for indigent pupils.

(4) Athletics: uniforms and equipment for students in elemen-
tary and junior high schools, participation in athletic
events, insurance.

(5) Recreation: ping-pong equipment, games - checkers, sup-
plies, such :s tennis balls, volley halls, etc.

(6) improvement and beautification of school grounds and build-

ings; shrubbery, grass and gardens, first-aid rooms.

(r,t Cadet activities: participation in military cerrnieg and
events, presentation of cadet ccr7tnissions, annual competi-

tive drill.
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(8) Charitable and philanthropic activities: Jr. Red Cross, one
fund drive (techera only).

(9) Transportation: educational trips, athlet:.c teams, cadets.

4.64 Renortingof School Fund; - Although school tincin are not controlled

by the central sdNdnistrative offices of the system, certain reporting re-
quirements must be met.

(I) Basis of Report - The cash book, containing the records
of school funds; must he summarized semi-annually, and
the report of school funds, other than approptiations
must be prepared.

An internal auditing committee of at least three per-
sons, appointed by the principal, shall audit the records
semi-annually. Upon completion of the audit, the auditing
committee will sign the report of school funds, other than
appropriations (Form 79A), and submit it to the principal
along with Form 492. Form 492 provides special columns
for essential information - beginning balance, receipts,
transfers, payments for expenses and equipment, and ending
balance - of the various accounts to substantiate the amounts
listed on Form 79A.

(2) Procedures for Repsist Preparation - The report of school
funds, other than appropriations (Forms,79A and 492), shall
be made to the Accounting Section on or before the end of
each seme3ter. This report shall include the following items:

(a) Buinning Balance - This represents the balance brought
forward from the report made from the previous semester.

(b) Receipt, - This includes all monies received from sources
other than transfers, loans, and advances from other school
funds.

(c) Tota'. Receipts to be Accounted for - The sum of items A
and b.

(d) Diabtr:Teents - This includes all payments for current
operation of the activity represented by the fund, ex-
cluniva of payments for equipment. Separately within
disburse,,ents, all paymanta for items of material or
equipmcnt, the life of which is one year or longer, must
be reported.

(e) Total Disburseants - The sum of operating and equipment
disbursements.

Balonc.1 This figure roplw,ents the beginning balance
'dna receipts ninus disbarscrx2nts for expenses and eqtp-
mcnt. Thi3 in the balance shosa on. the financial report
at the clost. of the uevious Lc:Laster. This figure be-

tho hogfnnin halahce of the report for th c. next
sciecster.

315
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(3) Syeei a12:ilort 1 r 1. for A th c tie Fvrate - The inco:r= from the

sale of tickets as shown on the financial reports (athletic
semester reports to the suparvsing director of athletics)
mmet agree with the income represented by the sale of tickets
as reported on the ticket record reports. At.y discrepancies

in the two reports must be ewplainnd in writing to the super-
visiag director of athletics.

Each senior high and each vocational high school will also
prepare and transmit to the supervising director of athletics
a "Report on Receipts and Expelditores for Interscholastic
Athletics" each semester. The balance of this report for the
second semster should reconcile with the ending balance of
the athletic fund on Form 492. Procedures for the preparation
of this report should be in accordance with instructions issued
by the supervising director of athletics.

(4) Within School Reaurting. - The reporting requirements above are
intended to meet the needs of the central administrative offices.
In general, more detailed reporting should be provided for with-
in-school purposes.

4.70 Non-Resident Tuition - The Accounting Section shares the responsi-
bility for the enforcement of Public Law 86-725 (District of Columbia Non-
Resident Tuition Act) with schools, departmants and offices of the school
system. The Accounting Section's primary responsibilities are (I) compu-
tation of annual tuition rates, (2) billing outside agencies for tuition
owed, (3) reconciliation between the D. C. Treasurer and the school system
of funds collected, (4) reporting to school cud D. C. officials the accounts
receivable, and (5) refunding tuition paid in cases where the final appeal
official has ruled that tuition is not due.

4.71 Comsntation of Annunl Tuition Rates - The Accounting Section is re-
sponsible for computing the annual tuition cost for all levels of schools,
courses, and classes. These rates for the ensuing year are based upon the
actual cost incurred during the current operating school year for those
costs which are directly relatei to instructional services. Rates computed

by the Accounting Section Pre ',.'roughly audited by the D. C. Internal Audit
Office to insure complianc, wit, established procedures and accuracy of com-
putations. After the rates have been aut.. ?d, they are officially approved
by the Board of Education and the D. C. City Council. The Accounting Section
is also responsible for the colrputation of a "Table of Tuition" for days of

316
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School For 1,121a.)ol Var

Account Depository

1. Rahmee, .Tune 1,196

2. Receipts ..

3. Total rcceii,ts to be accounted for

4. Disbursements:

(a) Expenses

(h) Equipment

i. Total Dishur,.ements

G. Ilahnwe, May 31, Vic) .

I her( by certify that ha fc.reg,oing statement of the receipts, disbur.emenis, and balances
of the above entitled aceount is correct and that said fund is deposited in the depository naiad
above.

We hereby certify that we have audited the accounts of the foregoing fund wal Ii al fly,
same to be correct and as stated, and the balance as shown on hand May :It, 196 , t be on
depo;:it with the deposi[ory.
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CI 11 a 01:i
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Allotment Cock;

Allotment Cc Ales FY 9010 .;,,rd 9011:

First
Position Program Category

0-- Elementary Education
1-- Secondary Education
2-- Vocational Education
3-- Summer School and Continui ng Education
4-- Model Schools
5-- Special Education
6-- Instructional Services
7-- Educational Support Services
8-- Administrative Services
9-- General Administration

Second & Third
Positions Source of Fund

-01 District Appropriation
- 02 District Appropriation, Matched Funds

11 Impact Aid
--12 Impact Aid, Matched Funds

- 21 ESEA, Title I

- 22 ESEA, Title II
- 23 ESEA, Title III
- 24 ESEA, Title IV
- 25 ESEA, Title V
- 26 ESEA, Title VI
- 31 ESEA, P. L. 89-750, Ncl;leeted & Delinquent Children (T. 1)
-32 ESEA, P. L. 89-750, Adult Basic Education (T.3)
- 33 ESEA, P. L. 89-313, Aid to Children in Schools for Handicapped (T1)
-34 ESEA, P, L. 89-750, Adult Demonstration Center (T.3)

- 41 Ili;.,Iter Education Act, Expansion of Tr:mching of the Mentally Retarded P. L. 85-926
-42 Higher Education Act, National Teacher Corps
- 43 Higher Education Act, E. 1). P.

-61 C'vil Ileferisc
-62 Civil Act
-6: National Fo.mdation of Arts and Humanities
-61 Manpower Develodment

71 0E0, 11(.;u1 Start 319



Accounting Cedes by Program Category and Propraw

A. Elementary Education, Program Category 0--

Activity No.

01-

02-

01A

Office or Prc gram

Departmcnta, Office

Dcpartmcntal Office

Schnols

02S Schools

03-- Other PrcT,.-.ains

03C Classr n Assistance Program
03D Project ii7ad
03E Prehindergarten Program
03F Teacher Corps
03G Language Arts Program
03J Tri-$chool
03K Radio-TV Project

320
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B. Secondary Education, Progfam Catecrory

Activity No. Office or Programs

11- Departmental Office

12-

13-

14-

15-

11A

12S

Departmental Office

Schools

Schools

Other Programs

13A Teacher Corps
1313 Project Read
13C Teacher Aide and Assistance Program
13D Reading Incentive Seminar
13E Mathematics Laboratory
13F Cultural Enrichment
13G STAY School
1311 Humanities and Arts
13K Strengthening Instructional Services

14A

15A

321
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Driver Education Program
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C. Vocational Education, Program Category

Activity Number Office or Program

21- Departmental Office
21A . Departmental Office

22- Schools

22S Schools

23- Manpower Development

23A State Supervision
23B Other Projects
23C Work Incentive Program

24- Vocational Education Programs

24A Secondary
24B Post Secondary
24C Adult
24D Handicapped (Socially)
24E Handicapped (Physically)
24F Construction
24G Guidance
2411 Contractual Training
24J Research and Training
24K Exemplary Program
24L Consumer and Homemaking Education
24 Cooperative Vocational Program
24N Ancillary Service
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D. Summer School and Continuing Education, Program Category

Activity No.

31-

33-

34-

Office or Program

Departmental Office

31A Departmental Office

Evening Programs

33A Evening School Pro:ram

Other Programs

34A Adult Demonstration Center
34B Civil Defense Program
34D Adult Basic Education Program
34E Amerieaniv,ation School
34F Community Schools Project

36- Summer Programs

37-

36S Summer Schools, Regular

360 Head Start
361 Basic Community School Program
363 STAY
365 Urban Journalism
360 Urban Studies
368 Summer Scholarship, Trinity College
369 Summer Scholarship, Potomac School

(Matching funds)
370 Summer Scholarship, Uncommitted
371 Smithsonian Summer Art Workshop
372 Home Economies Workshop
374 New School Orientation

375 Workshop Careers in the Arts
370 Primary Summer School
377 Summer Camp-Out
378 Model School Division
379 Pupil Personnel Services

38- 380 Vocational Orientation for 7, 8, 0,30
381 Widening lloriaons (U than Service Corps)
382 Smitlr;oninn Summer Proi,:rtun
383 D. C. Youth Chorale 11111Aic Proi,,r;Im
38.1 Heading 11111,1+16-m11(1A - 13.7
385 Youth Serving Youth (pupil IRT:i pnli(1)

3-1,12
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Activity No

39-

Office or Pro;ram
Summer Pro,crrams

386 D. C. Youth Symphony Orchestra
387 Evaluation
388 Armstrong Adult Education
389 Americanization
390 Language Arts
391 Driver Education
392 Occupational Training Children for the

Handicapped
393 Goddard Space Center 2 Beltsville Labs.
394 Administration of Fieldtrips
395 Work- Scholarship
296 Neighborhood Youth Corps
397 Child and Youth Study
398 Youth Opportunity
399 FLIT
39A Interneighborhood Creative Activities

324
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E. Model, Community and Anacos.tia Scliouls, Pro,;ram Cntoor.o.'y

Activity No.

45-

Office or Pro;rain

Community Schools

45S Community
4551* Adams
45S2* Morgan
45S3* Fort Lincoln

46- Anacostia Schools

465 Schools
4613 Anaeosaa - Extended Day

*It is recommended that a more detailed accounting system be provided in order to distinguish
among financial trinsactions of the different community schools. The suggestions above only
serve as examples.
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F. Special Education, Program Category

Activity No.

51-

52-

53-

54-

51A

Office or Program

Departmental Office

Departmental Office

Schools

52A Sharpe Health School
5213 Boy's Junior - Senior High School

52C Webster Girls' School

53A

Tuition Programs

Tuition Programs

Other Programs

54B Education of Neglected and Delinquent Children
54C Program For Emotionally Disturbed
541) Severely Mentally Retarded
54E Rubella Children
54F Twilight

54G Handicapped Children, Military Road
5411 Handicapped Children, Lennox Annex
54J Handicapped Children, Richardson Annex
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G, Instructional Service's, Peo,dsratil (7:11.(:::(11.\- -

Activity No, Office or Program

61- Divisional Offic
61A

62A
62-

Divisional Office

Pupil Personnel
Regular

63- Staff Development
63A Educational Resources Center
63J3 Pilot Project for Trainers of Teachers
63C Attracting and Qualifying Teachers
63D Resource Center on Negro Heritage
63E In-Service Education on Personal and

Family Counseling
63P WISE
63G Institute for Educational Development
6311 Staff Development-Elementary
63J Strengthening Instructional Services
63K In-Service Training Program
63L Model Elementary and Secondary Staff

Development
63M Developmental Center-Special I:ducat:311
63N Fellowships for Teachers of Teachers

of Handicapped
63P Other Staff Development
63Q Urban Teacher Corp
6311 Demrtmental Office
63T Teachers of Afro-American Experience

64- Other Instructional Service Departments
64A Curriculum Department
64B English Department
64C History Department
64D Mathematics Department
64E Home Economics Department
64F Business Education
64G Reading Clinic
6411 Muse Department
64.3 Art Department
G41C health, Physical Education and Safety
64L Speech and Hearing Center
6.1111 Foreign Language Department
64N Industrial Arts Department
GIP Science Departmci.L
64Q Military Science znd Tactics

Library Science
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Activity No. Office or Program

65- FLNT Instructional Services

65A Curriculum Department
65B English
G5C History
65D Mathematics
G5E Home Economics
65F Business Education
6511 Music
G5J Art
65K Health, Physical Education
65L Speech and Hearing Center
G5M Foreign Language
C',5N Industrial Arts
65P Science
65P, Library Science
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II. Educational Sp[lOrt, Services, Program Category

Activity No, Office or Program

71- Division of Planning, Innovation & Research

71A Divisional Office
71B Department of Program Planning & Innovation
71C Department of Research and Evaluation
71D Department of Planning and Innovation
71E Title III Administration
71F Educational Parks
71G George Washington University Evaluation

72- Personnel Services

72A Personnel Support
72B Employer- Employee Relations
72C Substitute Caning Service

73- Teacher Retirement

73A Teacher Retirement

74- Other Programs

74A School Desegregation Program
7413 Urban Service Corps
74C Educational Media Center (FINT IMC)
74D Work-Scholarship
74F N?ighborhood Youth Corp
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I. Administrat-e Services, Pro2,Tarn Category

Activity No. Office or Program

81- Divisional Office

81A Divisional Office, Administrative Services

82- Buildings and Grounds

82A Departmental Office

83- Building AlAntenance and Repairs

83S
83B

Schools
Others

84- Building Operations
84S Schools
8413 ,Departments
84C Others

85- Business Administration Department
85A Departmental Office
85B Supply Management
85C Services, Administration
85D Accounting
85E Food Services, Administration
85F Transportation of Students
85G Distribution Facilities
8511 Equipment Maintenance and Repairs
85J Lunch Program
85K Breakfast and Mil:: Program

86- Automated Information Services
8GA Automated information Services

87- Warehouse

87A Warehouse Supply
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J. General Administration, Prortront Category

Activity No.

91-

92-

93-

94-

95-

9G-

97-

98-

91A

92A

93A

94A

95A

9GA

97A

98A

Office on Program

Board of Education

Board of Education

Office of Superintendent

Office of Superintendent

Office of Vice Superintendent

Office of Vice Superintendent

Special Projects

Special Projects

Budget an,: Legislation

Budget and Legislation

Public Information Office

Public Information Office

Office of Executive Assistant

Office of Executive Assistant

Community Participation - PLNT

Community Participation
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(2) Personnel benefits reflect those employees in which the school system
participates. Most sit;.nifieant arc retirement contributions (FICA),
Teachers Retirement, Civil Service), and insurance.

(3) Travel and Transportation of Persons (21 series), and Ti ansportalion
of Things (22 series) are those codes designating contract travel costs,
including local travel as well as drayage or moving costs.

(4) Rent, Communications and Utilities form a group of codes (23 series),
representing electric, rental, telephone, and related costs, including
postage.

(5) Printing and Reproduction coding includes all contract printing or repro-
duction services. Forms, diplomas, letterhead, envelopes, and other
such items are appropriately coded to this group.

(6) Other Contractual Services (grouping 25), includes all special, profes-
sional, or technical services obtained by the school system but not
provided by employees of the system. Most significant are 25-54 special
and miscellaneous services, 25-31 fees for professional services
(consultants, etc. ), and payments to various institul'ons (25-55 and 25-
56), for special education services.

(7) Supplies and Materials (26 series), comprise the majority of purchases
made by the school system. Most important arc 26-23 Educational Sup-
plies and Materials, 26-31 Heating Fuel, 26-11 Custodial Supplies and
Tools, and 26 -8S Office Supplies.

(8) Equipment for capitalization and replacement proposes (series 31 and 32),
include all purchases of items whose life expectancy exceeds one year.
In addition, it includes 32-57 Textbooks and 32 -6S Library Books.
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Miser- - The last four digits of the appropriation symbol re-
flect the major and minor objects of expenditure coding required for every
pay document, whether a payroll action, purchase of a ccr.roodity, or contract
for services. The major object code groupings are: 11- personnel compensa-
tion; 12- personnel benefits; 21- travel and transportation of persons; 22.
transportation of things; 23. rent, communications and utilities; 24- print-
ing and reproinction; 25- other contractual services; 26- supplies and mate-
rials; 31- equipment to be capitalined; 32- equipment not to be capitalized;
41- grants and fixed charges. The se groupings are intended to reflect the
general categories of tbings or items for which funds are authorized and in-
tended to be used. A brief description of eazh follows:

(1) Personnel Compensation reflects all p;.yents of salaries and
wages. Tne coding within the major object gr,uping designates
the type of compensation involved. The most significant codes
in this group arc:

(a) 11-11 Classified. !'eamlnnent, w'nich is designated as the
proper code for all full -time General Scheri,:le employees,
regardless of their program assignmerr. 101 other Gen-
eral Schedule omployees'will he code,i 11-21 as regular
part-time. or 11-22 on temporary or iltermittent assign-
ment.

(b) 11-14 Teachers Salary Act 12 Months Appointment, which
includes all personnel in a work status for 12 months.
It will also include all employees considered officers
who have evering,'sumimer or other less-than-full time

-assignments as officers.

(c) 11-15 Teac :ors Salary Act 10 Months Appointment, in-
cluding all TSA Class 15 employees as wcP as any other
TS, employee in a 10 month work status. this code will
also include all evening and summer TSA employees not
considered officers.

(d) 11-16 Wage Roard Rates, including all full-time em-
ployees whose compensation is not established by pro-
visions of the Teachers Salary Act or the General
Schedules.

(e) 11-61 TSA, Extra Lucy Pay and WAE Teacher; ,re in-
cluded. In general, the AE personnel wiL be reflected
only when a program requires both full-time and part-
time TSA personnel.

(f) 11-62 Substitute Teachers, including those employees
who assume the responsibilities of teachers in the
absence of the teachers.
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D. C. Schools
Object Codes

FY 1970

10 PERSONAL SERVICES AND BENEFITS

11 Personnel Compensation
11 Classified, Permanent
14 Teachers' Salary Act Employees
16 Wage-Board
21 Part-Time, Permanent (Classified)
22 Temporary (Classified)
41 Night. Work Differential
42 Holiday Pay
43 Overtime (Including extra duty pay)
45 Sunday Premium Pay
50 Terminal Leave
61 Temporary, WAR Teachers
62 Substitute Teachers
94 Wage Board, Part-Time

12 Personnel Benefits
11 Insurance (Group Life)
12 Health Benefits
13 Civil Service Retirement Contribution
14 D. C. Contribut1m to Teachers' Retirement and Annuity Fund
15 Retirement Contribution FICA
19 Notary Public

20 CONTRACTUAL SERVICES
21 Travel and Transportation (Persons)

12 Automobile Allowances
13 Travel Expense (Not Subject to Limitation)
14 Travel Expense (Subject to Limitation)
19 Travel, Miscellaneous

22 Transportation of Things
19 Transportation of Things, Miscellaneous

23 Rent, Communications, and Utir ties
11 Rent of Land, Buildings, and Structures
14 Rent of Office Id ;chines
19 Rent, Miscellaneous
21 Postage
29 Communication Services, Miscellaneous
39 Utility Services, Miscellaneous

24 Printing and Reproduction
51 Printing and Reproduction, Miscellaneous
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25 Other Services
19 Insurance, Miscellaneous
31 Fees, Professional Services (Consultants, Training Programs, etc.)
32 Fees, Real Estate Appraisers
39 Fees, Miscellaneous
54 Special and Miscer.meous Services
55 Education of Persons in Federal Institutions
56 Education of Persons in Private Institutions
69 Maintenance and Repair, Miscellaneous
71 Dues (Subject to Limitation)
72 Dues (Not Subject to Limitation)
93 Maintenance and Repair of Motor Vehicles (SPBOA)
94 Repairs and Alterations of District Property (SPBOA)
99 Services Perim' ned by Other District Agencies

26 Supplies and Materials
02 Direct Purchases
11 Custodial Supi%lies and Tools
22 Subscriptions to Newspapers and Periodicals
23 Educational Supplies and Materials
31 Heating, Fuel
39 Fuel, Miscellaneous
41 Uniforms
54 Mil!: and Milk Projects
59 Provisions, Miscellaneous
88 Office Supplies
99 Miscellaneous Supplies and Materials

31 Equipment (To Be Capitalized)
23 Culinary Equipment and Containers
29 Equipment, Miscellaneous
71 Office and Classroom Equipment

32 Equipment (Not to be Capitalized)
57 Educational (Textbooks and Paperbacks)
68 Library Books
69 Equipment (Not to be Capitalized)
71 Office and Classroom Equipment
74 Cafeteria Furniture and Equipment

41 Grants and Fixed Charges
10 Aid to Chi ldr,n of United States Veterans
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3.11 13ir1

3.11.1 Introduction

Budgeting is principally a planning process which requires the identi-

fication and appropriation of the dollars needed in a specific time period to

implement one phase of a long-range plan. It is a process which specifies the funds

required to provide the resources necessary to implement specific programs aimed

toward particular objectives.

Budgeting procedures for the Fort Lincoln Schools can be designed

so that they are flexible and meet the information requirements and timing needs

of the D. C. Schools, the General Services Administration of the D. C. Govern-

ment, and the Congressional budget cycle. The design of internal tuning cycles.

and of the forms and records to be used will be the responsibility of the Adminis-

trative Coordinator, and should reflect planning conducted in Phase I of the train-

ing program.

3.11.2 Assumptions

A basic assumption underlying the budget subsystem is that funds

for the Fort Lincoln Schools will be authorized b the D. C School administration

and the D. C. School Board. Plans call for operating the Fort Lincoln Schools at

the same level of per capita funding as for operating the schools in the D. C. sys-

tem, i.e. , $965 projected for 1970-71. The allocation of these funds to different

programs within the Fort. Lincoln Schools may vary, depending upon the goals and

objectives established for the system.

Budgeting procedures for the Fort Lincoln Schools have been designed

to be independent of B. C. Schools' procedures wherever possilde. The procedures
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will allow Fort Lincoln personnel to rely primarily on their own resources to run

the :schools, using only minimal assistance from the D. C. Schools. For

example, wherever forms production would substantially increase the 0. C.

Schools' cost of printing, Fort. Lincoln operations will assume the cost or reim-

burse the D. C. central office. Or, the purchasing procedures for the Fort Lin-

coln Schools could be structured in such a way as not to add significantly to the

D. C. Schools' costs of administering Fort Lincoln purchasing operations.

3.11.3 Budget Cycle

The current operating procedures of the D. C. Schools require that

building staff provide budget inputs approximately 14 months prior to the operat-

ing year in which the funds will be used. In addition, the staff must provide inputs

to the Budget Office of the D. C. Schools in the spring of a given year for the

fiscal year two years following the one in which they are currently working. The

cycle may be depicted as follows:

Spring 1970

School staff submits
budget requests to
D. C. Schools office.

FY '71

Fall 1970

Requests reviewed
in D. C. Schools
office and submitted
to city government
and Congress for
action around Jan. 1.

Springy 1971

Budget acted upon
by Congress.

FY '72

1 ?al] 1971 Spring 1972

Operational year Inc Inulget submitted
in Swing 1970.
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I

I Since the FY '72 budget will have been submitted before the Fort. Lincoln Schools

begin to operate, staff will not have the opportunity to provide budget inputs urn'

FY '73. Since these requests must be submitted initially in early Spring 1971,

the extent to which modification to the first year's budget is limited will be based

upon operating experience. Thus the staff must begin the budget development

process immediately after school begins.

3.11.4 General Elements of Program-Planning-Budgeting System

The discrete elements of PPB are not new processes advo-

cated in educational systems or large organizations. Instead, the argument for

using PPB is that the process fosters examination of the entire set of oper-

ations of an organization and results in a systematic approach to planning t:rid

allocating resources. PPB then i n a unifying force in the management

process.

Conventional budgeting permits the school administrator to ask

how much was appropriated or spent for a particular resource, e.g., "Ilow many

teachers were hired at TS15?" P1313 encourages information to be organized in

such a way that he may ask "What did it cost to improve the learning skill of pre-

schoolers in FY 1973?" The answer to such a question requires information about

the total costs associated with a particular program effort. When all the implic.a-

lions of such a question are identified, it becomes evident that sevi ra 1 dircrcto

elements ace critical to a worthwhile 1'PI3 process:

o Identification of budget prop, ams

Identification of goals and objectives

o Identification of alternatives for reaching i1ioi e goal::
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e Identification of program priorities

Identification of financial resources required for each alter-

native

Evaluation of program efforts.

The result of the foregoing is a clearly developed set of plans for

realizing systems objectives, giving the administrator and teacher a rational

operating base and assisting the community to understand the policies of the

school system.

pudget Programs

The most serious problems in school budgeting today are the diffi-

culties of relating program efforts to costs and the failure to use the budget process

as a planning tool. One of the first steps in attempting to correct these ills is to

identify program costs.

Program costing should relate the financial resources required to

the specific ';i9tcontes that the organization is trying to realize. Conventionally,

the school budget simply displays the objects required to support the system's

operations within such broad functions ar Instruction, Operations and Maintenance.

and Administration. These broad categories bear very little relationship to pro-

gram outcomes. The challenge is to develop a budget based on a progi am struc-

ture for the Fort Lincoln First Facility within which both procedures and format

can be refined as the school oper:tes.

The Fort Lincoln educational prok,rain is not the traditional one of

reading, mathematics, physical education, etc. Instead, the indivicluaiixed pro-

gram is an organic whole within which cfforL: are directed toward devclopim,; the
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skillF, emotional xvell-being, and pliysical health of children at different

learning stages. Therefore, analysis of budget effor(s in terms of conventional

curriculum areas serves little useful purpose. It is not the purpose of the school to

develop specific predictable capabilities in each of several subject areas. Knowing

the costs associated with specific curriculum areas is not useful to decision making

and planning, since ideally there will be a different program structure for each child.

Since stage efforts are aimed at a total organic approach, it then becomes meaningful

to look at program efforts in terms of total stage efforts. Indicators of redirection

will come in analyzing the extent to which the needs of groups of children are being

served. In this way, planning and decision making can be related to the program-

matic efforts of the school -- the total stage effort. In addition, progranmiatic efforts

will be made in the areas of staff development and community participation. Support

Services will he the function of General Administration.

For initial classification, it is useful to distribute Fort Lincoln

School costs so that a particular sum will appear for each entry as part of the

costs of the total system:

Program Costs

General A dmini:Aration $ 127,4911
Staff Development 32,490
Community Participation 262,270
Instruction

Stage I 163,850
Stage II 199,260
Stage III

Total $1,025,170

These of eosis have not appeared in 1). C. School Irni;:,cts up

to this time. llowever, the new account code structure of the 1). C. Schools des
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permit the identification of cost centers very much like those proposed here. For

example, there are now identifiable codes for Elementary Education, Secondary

Education, and instructional Services (Math, Science, Music, etc.), Therefore,

the Fort Lincoln system will be completely compatible with current operations of

the B. C. Schools. A discussion of the items indicated in each of these categories

appears in Volume I'II of the Midterm Report, pp 6-9 and (i -10.

Naturally within each program will be standard line -item account

coding, permitting ready consolidation across programs.

Budget estimates for the first year of operation of the Fort Lincoln

First Facility are displayed in Figure 3-9. This table displays conven-

tional line items against budget programs. As operations are refined, it may

become evident that more detailed or even different budget programs would provide

more meaningful information. There is nothing sacred about a given budget pro-

gram structure for an elementary school. As a matter of fact, initial attempts

at installing PPB systems across the country have demonstrated that budget

systems should be custom-tailored to meet local needs.

3.11. 5 Staff Participation and Responsibilities

One of the current problems in school administration is that budget

building processes are central-office dominated. The people who run programs

and mule decisions daily within these programs .)fteri have little opportunity to

provide inputs to the planning process.

At the school level, the Administrative Coordinator will be re,..;pon...

Ode for coordinating the entire bodi;et process, and will submit the hall ling buil;2,et

to the 1), C. school:,. 11;00r:illy will relic:el laic coinliinod
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staff and community serving together on the local budget committee. The Adminis-

trative, Coordinator will work with the stage leaders, coordinators, and community

in assisting than to develop the instructional elements of the budget. The non-

instructional elements will be developed by the Off Le Manager and reviewed with

the Administrative Coordinator.

The budget process illustrated in Figure 3-50 which will be submitted

to the D. C. Schools will be comprised of several components, each of which is the

responsibility of a particular staff member. It is important to note however that

each of the individual budget documents reflects the efforts of the school budget

committee, which provides the community inputs.

The individuals identified in the flow chart will assume overall

responsibility for the budgets of their individual components, and will in turn be

responsible to the Administrative Coordinator for their implementation. They must

involve all members of the component in program planning, where possible.

Technical assistance in identifying resources and costing will be provided by the

Office 'Manager and team leader. For example, the stage budget will be developed

by all staff members within each stage, and will be the overall responsibility of the

stage representative. IIe will develop procedures to assure participation by stage.

members in the budget process. Students (Stages II and above) must also be involved

so that they, too, may help identify resources needed in the future. The involvement

of students in the budget making process need not be formal and extensive; for

example, it might be best simply to poll the entire group within the stage regarding

items they would like to have available to them.' It is expected that this involvement

would increase in quantity and sophi:A ;cation as students get older and rnnitc throoeh

stages.
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Stage
7 Budget

Stage Leader

Instructional
Materials
Center
Budget

I Tdd.t.i.Tnedia Coordinator

Community
Programs

F

1

}TNT
BUDGET ii) DEC. SCHOOLS

---)1

SeLool Budget
, 1

Budget i

\ Committee ) Resources Coordinator\ ,...\
-

../ NoninSt rUetiOntli*',.._,

1
1 Budget

I Office Manager
I

I....
--- , Staff Training -

1 Budget
,

Staff Development Coordinator

Administrative
Coordinator

Figure :3-SO

*
\VW,

. include costs for: General Ad v. ration, Consultants and Cc.mtracts,
Building nperations and Maintenant,,., Food Set-viecs, and Transportation,
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3. 11.6 Community Participation

The community gill be primarily concerned with two areas of the

budget process. The first. is the overall budget for the Fort Lincoln Schools in

which the Budget Advisory Committee will be involved. The second is the specific

budget for community participation activities which will be the responsibility of the

community tall: force, assisted by the Resource Coordinator and selected school

staff.

As referred to in the Operating- Plan, the Budget Advisory Committee

will be comprised of four community members appointed b,, the Ward Representative

on the Board of Education, two staff members elected by the school staff, and one

Fort Lincoln School administrator.

This procedure has precedence in the D. C. Schools, since it is the

current vehicle for involvement of the community in the budgeting process of the local

school, and guidelines are available in the Budget Office. The opportunity should be

seized upon by the community to enable them to be truly involved in program evalua-

tion and planning, rather than functioning simply as a review board. In addition,

this would allow the community to become intimately involved in program evaluatli

and in the development of priorities.

While the Budget Committee will work with each of the individuals

responsible for the budgets of the various components, the Resources Coordinator

will provide support In each of the staff members in budget preparation.
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3.11.7 Budget Process

The budget process is depicted in riguro Cost estimating

will he directed by the Administrative Coordinator. lie will also be responsible

for the atnumulation of all fiscal plans for all programs in order to consolidate

the toill cost requirements of the Fort Lincoln Schools.

The Office Manager will be responsible to the Administrative Coor-

dinator for the accumulation of program cost requirements, the allocation of avail-

able funds to programs, the communication of financial plans to the administration

and conummity (as approved by the school and Community Budget Committees),

and the acquisition of budget approval through all levels of D. C. administration.

The primary inputs for cost allocation will be provided by the Operating Team.

On a broad basis, some of the elements which must be present in

an appropriately developed budget process can he identified. The forms which

will be used to display this information should be developed after operations begin.
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3. I I, 1 Objectives

Ideally, an appropriate program budget shows the ultimate

objectives of a program, with a timetable for their achievement. In reasonable

planning, this period is usually five years. However, sub-objectives may be shown

for each of the years within this period, representing milestones on the way to the

long-range objectives. The objectives can be stated best in performance terms,

stating what behavior is to be exilected of students, parenl ieachers, or the system

as a result o: having realized the objectives.

For example, a specific objective might be to reduce the dropout

rate in high school juniors and seniors by 20 percent over a two-year period. Or

another objective might be to raise the grade level achievement in complacnsiun

of every remedial reader by 1.2 years on the Iowa Beading Test over the next budget

year. In any event, objectives should clearly state the behavior to be achieved, the

power associated with that achievement (accuracy over a given period of time), and

the timetable for realizing these objectives.

3.11.7.2 Evaluation

Program planning is dependcat upon evaluation of current

operations -- either an evaluation indicating that present program offerings are

Inadequate for desired purposes, or that operating programs must be modified to

realize their objectives. Thus, after a program is initially specified, the next step

in budget planning would be to design the evaluation process.

The design of an evaluation process is specified in the Compre-

hensive Plan. However, a comprehensive PPII system when fully developed Nvould

indicate specific behavioral outcomes to be measured, and the NN. s in which they
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will be measured. It is importatit to note that cvaluat;on proeedur: o must be

specified at the time of program planning in order that data can be collected and

organized for subsequent evaluation. Community participation in the evaluation

process is critical, and is provided for in die functions of the school budget

coivnittec and in the evaluation process.

3.11. 7. 3 Program Alternatives

Program plans may be viewed as the means by which specific

program ends (objectives) may be realized. Generally, there are several ways to

realize a spe,-,ific objective or set of objectives, some being belief than others,

perhaps for reasons of cost, feasibility, etc. A particular selection may have very

strong morits in the eyes of the administration, but when seen from the point of vie .'17

of the community, it may have serious inTlications. Therefore, all appropriate

and affected groups must be involved in proposing alternatives.

It is conceivable that an element of the Fort Lincoln Schools may

wish to install a speed reading course. Such a decision may result from inputs

received from the community and students. The objective might be to triple the

reading speed of all normal readers over the course 01 one year.

Shown below is an example of how such a program could be

installed. Program objectives, plans, and costs are displayed. Instructional

resources are also shown. The program is evaluated by assessing the extent to

which increase their reading speed over one year. During program opera -

lions, staff members are continually asking if the benefits realized are worth the

investment.
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Four Year Object ives

At the conclusion of the installation of the Speed Reading Program,

which will ttil:c four years to complete, the following objectives should have been

realized:

For all children: Individual students who select the course Nvill be able to read at a

speed triple that mitt) which they entered the program.

For the system: Adequate equipment and curriculum will be installed so that services

will be available to all children according to desire and need.

For staff: Selected teachers will be capable of instruction so that services will be

available to all children according to desire and need.

The Program Plan (one alternative) might appear as follows:

Fig Year

o Appoint Speed Reading Coordinator $12,000
Design Program 3,000
Begin in-service training for Stage III staff 2,000
Start development of formal Reading Materials Center 2,000

o Begin Program, Stage III (January) -
$19,00)

Second Year

Continue development of Reading Materials Center $ 2,000
o Evaluate program efforts and modify Program 2,000

$ 4,000
Third Year'

Develop Stage III Curriculum Guide for entire program $ 4,000
Evaluate program 2, 000

$ 000
Fourth Year

Evaluate, consolidate, and redirect program $ 3,000

Total program investment costs $32,000
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The plan could be shown in more detail if necessary, and could be supported by

appropriate statistics. The reader would then see total program needs in context

rather than individual line items scattered throughout a complex budget document.

Closer analysis would have to be made to be certain that continuing costs, such es

those for staffing a Reading Director, are clearly understood. When the question

of curtailing funds arrises, program impact is more readily seen.

3. 11. 7. 4 Program Priorities

It cannot he expected that available funding will be adequate for

the total set of programs desired initially. Therefore, some basis must be esta-

blished for choosing among programs competing for limited. funds. One approach

is to use priority schedules, described briefly here, for subsequent 1)rograin

expansion.

Priority schedules must be csta7)lished for all Fort Lincoln School

programs and cost elements within programs. Priority ratings would he used as

a basis for allocating authorized funds to planned programs. Fort Lincoln admin-

istrators and community would be responsible for assigning program priorities,

while program committees would assign priorities to the cost elements within pro-

grams. Allocation logic based on priority ratings could reduce total program cost

requirements to the authorized funded level for a given fiscal period.

Each fiscal period the Fort Lincoln School administration %%AU sub-

budget requests for all resources administered and allocated by the District

of Columbia School administration. To submit a budget request, the Fort Lincoln

administration must map(' decisions concerning the level of funding to request and

the program planning. details to support the request. Budget decisions must be

based on the total cost requirements of the planned programs, the level of funding
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that can be anticipated for the fiscal period, and a measure of the relative value

of all programs to the Fort Lincoln New Town Schools.

Program Banking Schedule (Figure 8-52) would establish zuul

quantify the priority and utility of Fort Lincoln School programs and program cost

requirements. Schedules are proposed as a method of allocating anticipated or

authorized funds to the total cost requirements of the programs. The Program

Hanb-Ing Schedule establishes the priorities among programs competing for funds.

Under priority 1, 100 percent of program 1, 50 percent of program 2, 50 percent

of program 3, and 40 percent of programs 5 and 6 will be funded as long as the

accumulated required funds do not exceed the total authorized level of funds. If

funds are still availf.ble after prioriiy 1 requirements are satisfied, priority 2

requirements \\ill be allocated up to the percent limit established in the priority 2

column. The allocating process is continued through all priority levels until the

authorized level of funds has been fully allocated. In the example shown, the pro-

gram rankings have been established such that programs 1, 2, and 3 must be

funded 100 percent before funds can be allocated to raise program 5 to 30 percent

of its cost requirements.

Assume that each of the five prograMs listed has the following

100 percent fund requirements:

A - $300, 000
120,000

C - 30,000
D - 50,000

20, 000
$500,000

Assume also that the total funding avail:11)1e for the given year is only $120,000,

less than the total required to fund each program to its stated desired level. Whed

faced with this decision in the past, the administrator would !unix dueisions on

3-171
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cutbacks in light of the funds available, which at times may prove satisfactory.

But the method becomes dangerously subjective at the time that the funding level

becomes knrnvn. Under the system proposed here, the basis for derision making

becomes objective regardless of the le:el of funding.

Applying the priority schedule given in Figure 3-52, the levels

of appropriations would be as follows:

Priority 1 2 3 4

Program cl
/c $ % $ % $

A 100 100K 100 10011 100 100K

B 50 60K 75 90K 1C0 120K

C 50 15K 75 22.5K 100 30K

D 40 20K 65 32.5K 80 40K

E 40 80K 65 130K 65 130K
---

275K 375KTotal Funding 420N.

This indicates that we would be able to satisfy all but program E

at the levels indicated in priority schedule 3. Program E would have to be held

back to the Level of funding in schedule 2, 65 percent.

3.11. 7. 5 Resources

The cost of realizing specific programs conbest be estimated by

first identifying the resources necessary for program operations: personnel,

equipment, additional time, etc. The conversion of these resources into costs

should be conducted in conjunction with the Administrative Coordinator and Office

Manager, who can serve an effective role in projecting economics and cost trend.;.
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FORT LINCOLN NEW TOWN FUND:
PROGRAM RANKING SCHEDULES FISCAL PERM: 1972

PROGRAM RANKING SCHEDULES

Priority

Program
1 2 3 4 5

A 1.00

B . 50 . 75 1.00

C .50 .75 1.00

D .40 .65 .80 .95 1.00

E .40 .65 .80 .95 1.00

Figure 3-52
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lnelucled in a complete budget proposal would be a display of

funding sources anticipated for the particular program over the five year span.

Progiam funding w,Aild show the source of monies for the peria, e, g. , D. C.

appropriation, ESE'A, private grants, ex. This is particularly useful in long-range

planning in order to record when particular sources modify their plans for allocating

funds.

3. 11. 7. G Reprogramming end Redirection

Occasionally in the operation of the D. C. Schools it is necessary

to use budget funds for purposes other than those for which they were originally

stated in the bud;,et document, or to determine or substantially reduce a program

by redirecting funds to another program. In order to coordinate Fort Lincoln School

operations with those of the D. C. Schools in this area, D. C. regulations have been

modified for Fort Lincoln operations as shown in the following description.
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REPROGRAMMING AND RUDIRECTION OF RESOURCES - SEMI'S 3000
POLICIES REGMATIONS BYLAWS - BUSINESS (3171)

ORIGINAL INSTRUCTIONS OF THE D.C. SCHOOLS - 6/30/69

This directive prescribes the policies and procedures for reprogramming and

redirection of appropriated funds for the D.C. Public Schools. Its purposes

are to (1) define reprogramming and redirection (2) identify sources of funds

for reprogramming and redirection, (3) set forth the authority for reprogramming

and redirection, (4) describe the uses and limitations of this device for opera-

tional flexibility, (5) give the step-by-step procedure for reprogramming and re-

direction, End (6) identify approving alfthorities.

(1) Definition of Terms

For the purpose of this directive the following definitions will apply:

a. Reprogramming is the one time use of funds for a purpose other than

the purpose reflected in the budget document and the original financial

plan.

b. Redirection is the deliberate decision by a department head and hither

authority to terminate or substantially reduce a program by redirecting

the funds appropriated for that program to some other program.

(2) Source of funds for reprcyrammingor redirection

a. Funds used for reprogramming become available through (1) temporary

shifts in program impact, emphasis or purpose resulting in the un-

obligaion of appropriated fund:, or (2) lapse savings occasioned by

the inability to utilize appropriated funds, i.e., vacancies unable

to be filled, delays in program starts, or deferrals or reductions in

program expenditures caused by either direct or indirect relationships

other programs.
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b. Funds used in redirection become available when a decision is made to

terminate or permanently substitute one program for another. A major

change in agency goals and objectives is involved in redirection.

When funds are approved and appropriated, the D. C. Government, the Congress and

the Schools are in agreement on a specific programs. These funds are also designat-

ed for specific items as shown in the budget document. Use of significant amounts

of funds in a manner other than as agreed, must thcrefore be strongly justified

and must reflect urgent and unplanned changes in objestives or policies; or sub-

stantial unexpected changes in workload. Poor planning and/or mis-management are

not sufficient basis for altering a plan agreed upon by the D.C. Government, the

Congress and the School System.

(3) Authority for reprograaning and redirection

District of Columbia Budget Circular No. B-1, dated April IS, 1969 set forth

the authority for reprogramming and redirection.

(4) Uses and Limitations

Reprogramming decisions can be made at the FLNT central administrative level

unless it is considered significant. "Significant" as herein used is defined

as (1) involving substantial amounts of money or (2) reflecting a major policy

change. "Significan!" reprogramming involves approval from the Board of Edu-

cation. Internal FLNT reprogramming requires submission by the Administrative

Coordinator to the Operational Team, and subsequently to the Special Projects

Division for final approval.

In other cases, reprogramming can be approved for such items as realignment of

clerical staffs, temporary staff assignment, special projects and other urgent

matters caused by circumstances beyond the control of the program managers.
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New permanent programs should not be developed and initiated from reprogrammed

funds. Programs of a permanent: on-going nature, that are not included in the

budget plan, should only be launched with redirected funds.

(5) Procedure for submission to D.C. Budget Office

The Director of Special Projects should complete Budget Foam 1-69, Request

for Reprogramming, to initiate a temporary shift of funds. Departmental

savings must be identifie.1 and verified by accounting. Progra:n changes

must be justified. Approval, as outlined in item (6) below, must be secured

by the initiating officer. Forms are then turned into the Budget Office.

No action is to be taken .oefore notification of approval is received from

the Budget Office.

Redirection must be initiated by the Director of Special ),:ojects.

If the program being terminated or reduced is in another Division, approval

by ate affected Associate Superintendent must be obtained. Budget Form

2-69, Request for Redirection of Funds, is to be used for making such re-

quests. The availability of funds must be verified by accounting before

forms are forwarded to the Budget Office.

(6) Approving Authorities

a. Reprogramming that is not considered significant and involves less than

$5,000.00 need only be approved by the Administrative Coordinator and

the Director of Special Projects.

b. If the reprogramming is significant, the approval -ust be obtained from

the Board of Education. D. C. Government approval and Congressional

approval, if required, will be secured by the Budget Office.

c. All redirection must be approved by the Ditector of Special Projects.

Board of Education, D. C. Government:, and Congressional approval. if

required, will be scoured by the Poldget Office.
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Division

REQUEST FOR REPROGPAI1rG

DATE:

Department

It is hereby requested that funds of this department be reprogramalcd as indicated below:

Title of Program to receive funds

[Amount of funds to be reprouammed

Use of funds (number and type of personnel, amount of personnel cost, amount of supplies
and equipment cost and other expo litures (identify).

(1)

(2)

(3)

(4).

(5)

(6)

Title of program providing funds:

:total program allotment

Balance in program after reprogramming

Accounting, identification for source of funds used in reprogranning: (Activity code,
program code and account code)

(1)

(2)

Accounting Verification ____________
Sivnaturc and Title, Accounting Department

:3-178 359



Ju3tification for reprogramming (Include explanation of why funds are availitl,elin the source

program along with reasons for need for funds in the receiving program).

I

(eie additional sheets if necessary)

.3ffective date of reprogramming

Aeprogramming requested by
Signature

Approved:
: Signature and Title

Title

Approved:
Signature and Title (Associate Superintendent)

. .

Approved: D. Covernment, Congress
Title Budget Department

N-179
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REQUEST FOR REDPIECTION OP FUNDS
DAM:

Division Department

lit is hereby requested that funds of
lindicatod below:

departmvnt be redirected as

ITitle of Program 63. receive funds:

'Amount of finds to be redirected

[Use of funds (number and type of personnel, amount of personnel cost, amount of
supplies and equipment cost and other expenditures (identify).

(2)

1 (3)

(4)

1(5)

Title of program ovcding funds:*

rrotal program allotmen'!

_Balance, if lny, in program after redirection

Accounting identification for source of funds used in redirection: (Activity code,
liprogram code and account code)

. -

(1)

(2)

pccounting Verification
Signature and Title, Accounting Department

I(
3-180
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Justification for redirection (Include explanation of why source program'is
being terminated or cut back along with reasons for need for the new program
and foi funds requested in the new program).

(Use additional sheets if necessary)

Effective date for redirection

Redirection request by
Signature

Approved:
Source Division Signature and Title Director of

Special Frojects

Approved: D. C. Government, Collgress

Title Bud, et Office
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3.12 Information System

3. 12. 1 The Need

An individualized instruction system, sensitive to each individual

student and his parents, can place a formidable information processing burden on

the school staff. No longer can the school deal with a class of individuals alt

studying at the same place in the same book in each subject. The school must

plan for, monitor, instruct, and advise 700 individuals whose interests and pre-

ferences are constantly changing and whose learning requirements vary from sub-

ject to subject and from day to day. To perform these functions, school personnel

must have information on a wide variety of matters: parental and student prefer-

ences, test scores measuring both achievement and interest in each subject,

availability of curriculum materials suited to the specific needs of each student,

etc. Since teachers and students must make many instructional decisions daily,

the information must be available quickly and in a readily usable form.

To cope with this information problem, different approaches have

been devised for individualized instruction schocis. One common technique is to

use teacher assistants or aides to collect instructional data on each student and

prepare reports for use by teachers. In addition, assistants are sometimes given

the task of correcting multiple choice tests as well as daily instructional work

sheets. Still another approach is to compromise the Inherent flexibility of indi-

vidualized instruction by keeping the traditional classroom structure and the usual

scheduling practices. For v-ample, students are usually grouped by age into

classrooms. The class might study mathematics every day from 9:00 a.m. to

10:00 a.m. Within such periods, each individual student may study at his own

3-182 363



rate, but some rigidity is introduced since one student has to study mathematics

for as long each day as another student -- even though the two differ in level of

achievement and interest. With each of these methods, the resulting education

environment leaves something to be desired. For example, the tasks of collecting

and processing information take a considerable portion of the time of the teaching

assistants. This not only represents a ccst burden, it also precludes their parti-

cipation in a more direct way in the instructional processes of the school.

To deal with such information overload, severa' innovative computer-

based systems have been proposed and are in development. For example, Project

PLAN, of the Westinghouse Learning Corporation, is a system that assists the

teacher by correcting tests and workpapers for : ^ch student. The student marks

with special pencil his answers to each test item. The computer reads the cards

thus marked and prints oitt a score for the student, storing the data for future use.

The computer also suggests (on the basis of his scores and background learning

materials) what the student might study next. This latter function is particularly

important for individualized instruction systems because it permits selection

from a much wider set of curriculum materials. As the variety, modes, and

media of individualized materials available to schools expand, teachers %yin be able

to receive assIstance in selecting materials.

Another innovative,computer-based project Is that at the Oak leaf

School near Pittsburgh, Pennsylvania. Under development at this school Is a sys-

tem foi ,:lonitoring and prescribing for individual students, and for assisting

teachers in planning their instruction and diagnosing individual learning difficulties.

The information system proposed for the Fort Lincoln School is based upon this work.
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Several features of the Education Plan proposed for the Fort Lincoln

School make information processing even more critical than in the schools just

mentioned. The most important of these is the free and unstructured environment.

For example, a much greater emphasis is given to student and parental choice in

the FLNT system than in the systems described above. Also, each student will

come into contact with, be assisted by, be prescribed for, and be instructed by a

team of teaching personnel rather than one or two teachers. To prevent working

at cross purposes, teaching personnel must be provided with accurate, timely

information on the students' present achievement and recent instructional history.

An information system capable of fulfilling these requirements ,s described on the

following pages.

3.12. 2 Evolutionary Information System

Jt is proposed that the design, development, and implementation of

a management information system for the Fort Lincoln First Facility be carried

out in two phases;

An initial phase in which all of the data collection, processing,

and information retrieval will be performed manually by para-

professional personnel and stu,uents under the direction of

teachers;

A second phase in which the manual system will be converted

gradually over to one that Is computer based.

Several reasons motivate this recommendation. During the initial

phase, the school staff will be busy learning and adjusting to individualized instruc-

tion procedures a6 these arc gradually introduced into the school program. During
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this time, manual information-handling procedures will give the staff greater

confidence and establish a direct familarity with these procedures. Furthermore,

during this introductory period, a martial system is adequate to handle the demands

that are expected, an fr. addition, will permit re:inement of necessary forms,

procedures, and reports. As the individualized program increases in complexity,

the manual procedures can be replaced with computer-based data collection and

reporting programs. When the full flexibility designed for the For: Lincoln sys-

tem is finally in place, a complete computer-based information system to support

it will also be in place. However, implementation of computer procedures will

not replace professional or paraprofessional staff. Instead, as the individualized

program is implemented, greater use will be made of paraprofessionals for obser-

vation and direction of students, implementation of more flexible scheduling pro-

cedures, etc.

3,12.3 reformation System Components

3. 12. 3. 1 Introduction

The various elements of the information system can best be

described in conjunction with the specific learning activities that make use of these

system components.

Later, the procedures necessary to collect, maintain, and

retrieve the required information will be described. Most of the discussion that

follows will deal with the Phase I (manual) system. To lend specificity to the

description, the discussion will describe how the information system will affect

John Jones, a 12-year old pupil in Stage 1V at the First Facility. In a traditional

school, John would be in the sixth 6rrade.
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Figure 3-53 presents an overall description of the process to he

described,

3. 12. 3. 2 Placement

Upon registering in Fort Lincoln School, John is given an exten-

sive series of tests covering health and physical development, academic achieve-

ment tests in each subject, and projective tests that help identify his interests.

The results of these tests will serve as an initial basis for helping John, his parents,

and his counselor plan his instruction.

During this period, which may last one or two weeks, John is

also "learning the ropes" in his new school. For this purpose, he is assigned to

a fellow student who will accompany him, answer his questions, and serve as his

guide. Also during this period, special descriptive material will be scat home to

John's parents. This Parents' liandbookwill outline the unique features of t;

school's instructional program and prepare the parents for the first major planning

task that they will take part in: the Planning Conference.

3. 12, 3, 3 Planning Conference

The Planning Conference will take place sometime during the

first one or two months after John is registered. Taking part are John, his parents,

and his advisor. The advisor is one of the teachers in Stage IV. Ile will be respon-

sible for hAping John select and plan his instruction, monitoring h.s progress in

all subjects and activities, and reporting to his parents periodically or on request.

While other teachers will also instruct and assist John, his advisor will be the one

to whom John's parents can look to be responsible for John's instruction.
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The initial Planning Conference is held to enable the develop-

ment of a partnership between the school staff and John's parents. In this Confer-

ence, the parents can contribute their knowledge of John's aptitudes, interests,

and habi's of work. In.addition, John and his parents can exercise some control

over the instruction which he will receive over the coming weeks. The results of

the Conference will enable the advisor to better plan for John's instruction and to

marshal the school's resources to assist him. Future Planning Conferences will

enable the same participants to review John's progress and to adjust John's

schedule, learning plan, and available resources to his developing abilities, inter-

ests, etc.

To prepare for the Confeience, the advisor will have aailable

to him the results of the academic, projective, and health tests given John. lie

will establish a tentative learning goal in each subject for John to achieve over the

next planning period. This period might cover only a few weeks or might extend

over a few months. The advisor then charts tentatively how this goal might be

achieved by specifying Intermediate learning milestones necessary or recommended

to achieve the specified goal. Figure 3 -54 snows how the Learning Goal and Plan

might look at this point. Note that for mathematics the counsch chose a planning

period of three weeks while in reading he chose five weeks. Note also that the

mathematics plan is very specific about what is to be studied in order to achieve

the tentative goal, while in science the curriculum allows greater freedom. A

tentative time allocation has been made by the counselor as well as suggested

locations for John to study each subject and recoMmended tutoring or partner

arrangements. All of these notations are subject to change depcndin7 on John and

3-19.0
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if

his parents' interests and desires ac; expressed in the subsequent Planning Confer-

ence. During the conference, John can select optional objectives which might

involve special interests or projects. John and his parents can modify any part

of the plan to increase emphasis on one area, to suggest homework or review

assignments, etc. For example, John can specify for each subject who he wants

to be tutored by, either a specific teacher or a specific student. John and his

parents can specify whether he is to be given any homework and if so, how much

and how frequently. Still another option will be the days that John is expected to

be in attendance and the time of arrival and departure each day from school. (See

Figure 3-56 and Section 3.12.3.5).

The above description of the Planning Conference must be mod-

ified to reflect differences between children in different stages. For children in

Stage I, participation in the Planning Conference will be less explicit. However,

particii,ation should be encouraged in whatever way seems natura: to the child.

After the initial Planning Conference, subsequent conferences

can be held whenever one of the participants desires. Here the Learning Goals

and Plan can be modified and progress; reviewet any of the decisions or plans

previously made car: be changed.

Vie information system will he involved in two \VayS in the

plannirg process outlined above. First, the information system will assist the

advisor in prepa in, tl c Learning Goal and Plan. The systmn will supply the

advisor with da: t on revired or recommended sequence: to achieve the selected

goal: the system will provide time disiributions bascd on other sturlots' hiAory

for each of the intermediate milesione3 and determine :in overall treasure Of
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difficulty given the lime allocated and desired sequence. In addition, the informa-

tion system will be involved in the implementation of the plan. The agreed-to

plan will become part of the data in the information system. A copy of the plan

will be kept in John's Permanent Folder (see below) to use for reference by John

and his teachers. In addition, a duplicate of the schedule will be kept in John's

stage folder for reference by him and the subject-area teacher.

A monitor report will be prepared as needed for the advisor

showing progress by John on the specified plan for each subject. In this way, any

learning difficulties can be spotted quickly and corrected or unusual gains rewarded.

The Learning Goal and Plan jointly prepared with the parents and the weekly me ii-

for report will thus be the basis of the school's "Report Card." This reporting of

progress can take place at any time upon request by the parents or John as well as

at the advisor's direction.

3. 12.3 I Resource Sc; cluling and Planning

Raving established a Learning Coal and a Plan for achieving it

in e ch subject, the advisor must marshal the resources of the school to assist

John in achieving each goal. This means tint personnel, facilities, equipment,

and curriculum materials rrnst be av:iIable for John to use. Since other students

will also be demanding these resources, the 1.1,:mands must he reconciled and

coordinat d.

To allow this coordination of resources, the advisor and the

staff of Stage IV will prcrare an Individual schedule fur John. The schedule will

Cover one NUT!: (note that. John may be in school on differero, (lays than other stu-

dents and/or his hours of attendance may be different) and will not .oally .e
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repeated every week until changed at the request of John, his parents, or his

advisor. To assist the preparation of this individual schedule, the information

system will maintain a detailed record of the schedule and resource demands for

each student in Stage IV. In addition, the system NV; :cep track of the availability

and schedule for each facility and staff person. For example, the system will

remember that certain parts of the school are unsupervised after certain hours.

Similarly, the system will remember that a given teacher is available only during

specified hours or on certain days.

The advisor will prepare a Schedule Request (see Figure 3-55)

to reflect John's incremental demands upon the system. This request may be as

detailed as the advisor chooses. He may choose to dictate specified times and

locations for each day of the week that John attends (perhaps to per/nit interaction

with himself or with specified teachers or students). Or, the advisor may merely

request that the system take the already specified Learning Goal and Plan and pre-

pare a tentative schedule to reflect its demands and coordinate them with

the demands of other students. Note also that the advisor can specify a very free

and unstructured schedule. For example, lie can request that Joint be scheduled

to s'aidymathematies and language arts during the morning hours. John is then

frce to allocate the time himself depending upon his interests from day to Jay or

We demands of the assignments he is working on. Upon receiving the completed

'schedule, the advit:or may choose to accept it or resubmit it, establishing new

constraints (perhaps fixing some schedule assignments, revising others, etc.).

This process will continue until a satisfactory s'..!ledule has been prepared.

375
3-191



Fi
gu

re
 3

-5
5

Sc
he

du
le

 R
eq

ue
st

C
ou

ns
el

or
M

is
s 

Fr
an

kl
in

ST
L

T
D

Y
N

T
Jo

hn
 J

on
es

ST
A

G
E

T
V

D
A

T
E

N
ov

em
be

r 
9,

 1
97

0

D
A

Y
(S

)
M

on
da

y

Su
bj

ec
t

A
llo

ca
te

d 
T

im
e

L
oc

at
io

n
R

es
ou

rc
e

D
em

an
d*

Sc
he

du
le

'M
at

he
m

at
ic

s
R

ea
di

ng

So
ci

al
 S

tu
di

es

1 2
M

at
h

L
an

g.
 A

rt
s

M
is

s 
Jc

ne
s

S
9 

- 
11

A
ud

io
 T

ap
e

0
1

L
an

g.
 A

rt
s

D
A

Y
(S

)
T

ue
s.

 , 
T

hu
rs

.
7 

C
r,

M
at

he
m

at
ic

s
C

)
Sc

ie
nc

e

D
A

Y
(S

)
Fr

id
ay

1 1
M

at
h

L
ab

E
xp

er
. T

ab
le

M
r.

 J
am

es
A

ud
io

0

So
ci

al
 S

tu
di

es
1

L
an

g.
 A

rt
s

C
om

pu
te

r 
T

er
m

in
al

E
2 

- 
3

* 
D

em
an

d 
C

od
e

0
O

cc
as

io
na

l u
se

 o
f 

th
e 

re
so

ur
ce

E
xc

lu
si

ve
 u

se
 o

f 
th

e 
re

so
ur

ce
S

Sh
ar

ed
 u

se
 o

f 
th

e 
re

so
ur

ce



The schedule will be printed out for filing in John's Stage

Folder, and wilt guide him in his daily work, As he accomplishes the milestones

whiel he ancl his parents and comselor planned, he will be aware of the need to

revise time allocations, tutoring needs, and homework assignments in his next plan

and schedule, It is this sense of control over his environment and learning,

the insight and pleasure of planning,and subsequent mastery of challenging goals

that the Fort Lincoln system is designed to provide for each student,

It should he noted in passing that the scheduling rules used by

the information system in the above process will be different for different stages

and will be made operational in different ways. For example, the schedules for

individual students in Stage II must be simpler and more regular (repeating from

day to day) than those for students in Stage III or IV. Similarly, most students in

Stage I will not be capable of reading, let alone following, a printed schedule.

Therefore, to make the process operational, the schedules will be printed for use

by aides and older students in guiding and directing the children in Stage I.

Each individual schedule request will be placed upon an already

existing total schedule and will thus "increment" that schedule. An individual

request may thus cause other schedule changes, but generally these will be minor.

For example, John's schedule request for tutor ing by I3obby Smith in science will

obviously require adjusting Bobby's schedule, but,in general, no one el Fe's

schedule will need to be adjusted. However, this incremental schedule adjustment

process will periodically require a major r:structuring to reflect changed demands

as well as changes required by changed st;.ff availability. 1Iajor restructuring of

this kind will be performed by using modified sel.00i scheduling technique3 ;is now

incorporated in several comp.iter progrAms.
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3. 12. a 5 Day -to- -Day Operations

e General. Figure 3-53 describes the Day-to-Day Operations

for each student in each stage. It should be noted that a

student may be in different places in each subject in the

process. For example, John Jones may he taking a pre-

test in mathematics during the time he is assigned in the

mathematics area. Later in the day, when he is scheduled

to be in the language arts area, he may be working on an

assignment (perhaps a special project or a joint project

with another student). Stilt later, when in the science area,

he may be receiving special tutoring by an aide or a teacher.

The manual information system will rely upon a set of

folders and a set of proeechres: to assign pretests, to pre-

scribe learning activities for each student, to monitor each

student's progress, to provide special assistance when

required (supplementary materials, tutoring, review, home-

work, etc.), and finally to diagnose learning difficulties

when they occur. In addition to these instructional practices,

there will be a set of support procedures. The discussion

of these procedures deeoribes the system of full cars that

will make the manual system operational. Later, those

changes that the computer-based system will make possible

in Phase if will be described.
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Three types of folders will be maintained for each stu-

dent: A Permanci,t Folder retained by the student's advisor,

a Stage Folder kept by the student, and one folder for each

.subject area. The Stage Folder will be carried by the stu-

dent throughout the day. It will be deposited in the central

resource center at the end of the day.

(Presence or absence of the folder will form the basis for

daily attendance recording.) In the Stage Folder will be:

- A duplicate copy of the student's current Learning Goal

and Plan

- His Expected Attendance (By day of the week and by time

period -- See Figure 3-56)

Complete Placement Test Scores

- Record of Behavior and Interest Information (Projective

Test -- See Figure 3-5i)

- A completed Schedule Request Form (Sec Figure 3-55)

Each Subject Folder will contain:

- Current Prescription and Test Score History (Sec Figure

3-5S)

- Learning Goal and Plan (copy)

- Current workshect, matelals, instructions, etc. for

that subject

- A cop: of the Scheduleitcquest Form.
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Student subject folders will be kept in the subject area in

the appropriate stage. Upon arriving at a given area, the

student will get his folder and start working. Upon leaving

the area, a student will return his folder to the subject area

file. (Again, the presence or absence of the folder will sig-

nal the assistant of the student's presence or absence.)

All of the folders will be color coded by subject and stage

to assist in ready retrieval. The color code will also

assist the aide in maintaining cognizance over students In

her area.

Assignment and Evaluation of Pretest. This step in the

process described in Figure 3 -53 can be an important occa-

sion for student choice and student interaction with a teacher.

It can also be an opportunity for the teacher to reward and to

motivate the student for new accomplishments and to present

new challenges and opportunities. Thus it is important that

maximum freedom be permitted in this process while at the

same time assuring that the interaction occurs frequently.

The interaction should aim at helping students gain a feeling

of meeting successive challenges, mastering them, and per-

ceiving increasing self-competence and increasing responsi-

bility. The description below then, is to be read as but one

sequence of many possibile sequences. In particular, it

should not be read as if the roles described and the deeisinu::

made arc to be fixed.
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Figure 3-56

Expected Attendanc Schedule

STUDENT John Jones

Counselor Miss Franklin

STAGE IV DATE November 2, 1970

Arrival at. School 7:00 7:30
(circle one)

Departure from School 1:00 1:30
(circle one)

Days at School
(circle five)

381
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8:30 9:00 9:30 10:00 10:30 11:00

2:30 3:00 3:30 4:00 4:30 5:00
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Figure 3-:57

Behavior and Interest Information

Name Age

Behavior Formal Projective Test

Tolerance
Persistence in the Face of
Frustration

Informal Projective Test

Acceptance of Criticism

Ability to Relax

Self-Confidence

Attention Span

Notes:

Interests:

Note on Sample: The behavior categories are just examides. There will likely he more.
The infornmtior fi:led in by the teacher will numlrersor checked oce:cptaide,
nonaccepfable as a means to alert the teacher to any problems that she :night want to ace::
in the cumulative folder of the student. IntercAs will consist of a scntehee description of
main interests per in n b.

3-201
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Upon completing and mastery of a unit posttest, John will

take his Stage Folder and Subject Folder to the teacher in

charge of the subject area, (the posttest will have been

scored by an aide). After reviewing his work, the teacher

may ask John to look over the content of the next unit called

for by his Learning Plan. This will be a specially prepared

set of "overview" materials that describe the objectives of

the unit, why the subject matter or skill is important or how

it is used. The material will also describe the kinds of acti-

vities and tasks that will be involved in the unit and the

options available, For example, some objectives can be

achieved by work with paper-and-pencil learning materials,

other objectives by playing a game or doing library research,

others may require media of various kinds. The material

will identify required and optional objectives. If John

wishes, he can elect to study one or more objectives with-

out taking a pretest. Or, if he thinks he knows sonic of the

material already, he can choose to take a prettest. Still

another option, is that John may take the overview material

home so that his parents ace informed of his progress and

understand what he will be working on next.

If John decides to take the pretest, the test Neill be scored

by him, and if the teacher so suggests, John can prescribe

his wolk assignment:3 for himself.
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At the end of his process, two things have happened:

- John has begun a new assignment. A new prescription

for that subject is in his subject area folder.

.- John's counselor is informed at his next review of John's

completion of another milestone and the selections he

has made for his next assignment.

o Prescription. The procedures med for prescribing are

the critical procedures in individualized instruction.

Through this instrument, teachers guide and direct the

learning activities of each student. Through the prescrip-

tion, the school records and monitors the progress of

student and senses the choices he makes. It is in the pr,_.

scription that the critical selection of appropriate learnit:.;

materials is made. In summary, the prescription is the

instrument through which the school's sense of purpose is

communicated and the student's increasing competence is

recorded and monitored. It is important then that eompce-

bensive and easy-to-use procedures be designed to carry

out this critical process.

Figure 3-5s presents a sample Prescription am; Test

Score Record. Blank forms will be stored in each sulect

area. After a studert ha:-; elected to work in a unit or

taken a pscler-t that work, should lu dor.e in the

given unit, the apprcoriate form iL; pulled an an initial

3-20:3
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prescription is made. (Note that the prescriber could be

the student, the subject - area teacher or the edvisor.) The

form carries pertinent information about the materials avail-

able to teach the given objectives. These materials can be

prescribed exclusively or can supplement the IPI materials.

(Note that !PI materials are not listed explicitly.)

The structure of prerequisite relationships (if any exist in

the specific materials) are listed in the "Prereq. Objs."

column. Thus a teacher or student will know that a given

set of material: assumes the student to already have a set

of skills and competencies. This information is listed for

guidance only, since a student may choose to try the mater-

ial anyway.

The reverse side of the form has a complete record of the

student's scores in this unit as well as SLMS) ary informa-

tion for use by teachers.

Monitor Report. The prescription process in the classroom

is more than the assigning of materials, recording of scores

and choices, etc. The teacher should be looking for poten-

tial problem areas, identifying exceptional performance,

motivating and rewarding student:, etc. '10 assist this pro-

ccs:;, the information system Nv i 11 provide each sul.0c rt--arc:1

te;xlIk. a list of students who require spr2cial ;'hellion.

The i:tudents on the list may requive rewards, e.g.
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3.12.3.6

when contingency management techniques arc being used;

or a student on the list may have spent (for him) an unusual

length of time in one unit; or the materials being used by a

student may be particularly complex and require special

explanation or direction; o.t. :-veral students may be work-

ing on the .;ame or related areas and could thus profit from

a group tutoring lesson from the teacher. These instruc-

tional opportunities will be identified as they occur and

recorded in a Monitor Report for use by the teacher. (See

Figure 3-59.)

Under the manual system, the Monitor Report will be pre-

pared tvcc!dy by paraprofessional personnel in each stage

and for each subject area. Under the computer-based sys-

tem, the report will be prepared daily and will incorporate

the previous day's activity (unit completions, number of

days worked, now group possibilities, etc.).

Data Processing Operations

Manual System. A considerable amount of data will have to

he collected, reviewed, processed, and reported in ort]er

to provide an optimal learning environment. Using the man-

ual system will require a significant portion of the time of

available paraprofes;iional personnel. To reduce the wer%-

load to a level than can lm accurately and reli:11.dy haadlcd

by the planned staff, several H111E:diens v. ill have to be

obse C
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Subject Mathematics

Period Tuesday, a.m.

Special Attention:

Student

Jones, John
Sw ith, Bobby
James, Mary

Potential 3roups:

Group Names

1 Jones, James, Harris
2 Smith, Taylor, Upjohn

Teacher(s) Franklin, Jones

Date November 9, 1970

Reason

C - Mutt 7 days. Expected: 5 days.
E - Fractions. Help with material.
Reward for each page.

Area Possible Nat'ls

C - Mutt. Flash cards
E - Frac. E - Frac. film

Figure 5-59 Monitor Herod

3-207
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- Reports will generally be available only on a weekly

basis. However, special requests may be processed

for individual teachers or individual students.

- Scheduling of students will be constrained to highly regu-

lar patterns so that information needs can be anticipated,

data collection and processing tasks assigned,and reports

delivered to appropriate subject areas.

- Maximum use will be made of students and student helpers

to score and correct work pages, administer tests to indi-

vidual students,and record recuired data.

- Only the reports mentioned above will be available on a

regular basis. As teacher gains experience with individ-

ualized instruction processes, they will conceive of addi-

tional reports to perform specialized functions. These

additional requirements will be collected and implemented

on the coirputer-based system.

Under the manual information system, tasks will be divided

into those that should be per'..ormed in the subject area,

while instruction is proceeding, and thos that can be per-

formed ;At the end of the day. The major data task is that

of recording unit pretest and post(est scores after these

have Leen olJained by tic student Or a Student Helper. These

data are recorded on Cie bac% of the Prescription and Irst

Record sheet for immediate use by the teacher. Dki ring this
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recording process, the assistant will briefly check the

work of the Student. Helper.

At the end of the day, all Subject -Area folders that have

had mastered posttests completed will be collected. Assis-

tants %via update the Learning Coal and Plan forms for the

appropriate students. In addition, data will be pulled off

for use in preparing the weekly Monitor Report.

Computer-Based System. To overcome the limitations of

the manual system, it is planned to incorporate all the

storing, processing, and reporting functions in a computer-

based system. This system will release paraprofessional

personnel for observing, directing, and Mori g children

while at the same time, providing more timely information,

For example, completely flexible scheduling practices can

be adopted and changed for individual students as their

needs require. Monitor Reports will be available as

required throughout the day rather than weekly. In addition,

the computer-based system will provide the capability of

supplementing the standard reports with special systems

as these arc required by teachers.

Implementation of the computer-based system can take

place using one of three major alternatives:

Provide the ema:mter proccing In7hig thc prc::cnt Dis-

trict :.!ornputer installation, modifying it us neees:4ary

to meet the Fort Lincoln rerrirements. .
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- Obtain the service:-, from a commercial time-nharing

seiviec ecniee.

Install a very small computer in the Fort Lincoln School

to provide immediate reports while communicating with

a larger service center (either the District facility or a

commercial center) for larger tasks.

No recommendation between these alternatives is being made

in this report. A detailed review of the pros and cons of each alternative \via he

made in the December 069 report for the First Facility.
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3.12.4 Costs

3.12.4.1 Manual System

Paraprofessional personnel required to collect, retrieve, process,

and report instructional information have been provided for in the 0 rganization/S';aff-

ing Plan (Volume II, Section 2). Thus, no additions information system costs need

be incurred. However, it is estimated that 70% - S5cfs of the paraprofessional time

will in fact be required for information system purposes.

3.12.4.2 Computer-Based System

No detailed estimate of costs for the computer-based system will

be made until the December report. However, it is estimated that the above functions

can he supplied for approximately $60.00 per student per year. Actual costs may

vary from this nominal value depending on amortization schedules for purchased

equipment, present costs, loading of the District computer facility, etc.
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CONTRIBUTORS TO TI1E COMMUNITY PARTICIPATION N

David Browne, Chief Consultant
Lillian Huff, Community Consultant

Elizabeth Abramowitz
Geraldine Brooks
J. Weldon Greene
Joseph Lipson
Collins Reynolds
Julian West

Community Worl:sliop Partie27ants

Betty Benjamin
Alphonso A. Bridgeport
Candice Biown (Student)
Hazel Brown
Horace Carpenter
Orren Coln 11
Norman Edwards
Henry Elliott
John Evans
Elio Gasperitti
Cecil Grant
Ruth Hill
Clarence B. Hope (Student)
Delores B. Hope
J. F. Hughes
Carrie Hurt
Alleyne Ike
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4. COMMUNITY PAPVCIPATION PLAN

4. 1 Process and Ifistory of FLNT Community Participation

One of GLC's mandates for planning was to devise alternative

community-based programs and recommend one of them for inclusion in the com-

prehensive education plan. The recommended community plan would indicate how

the FLNT community- might participate in the design, administration, and operations

of.the new school system. It was necessary for the D.C. Public Schools, the FLNT

community, and GLC to develop cooperatively the detailed steps in the formulation

of the plan. Subsequently, a plan was constructed which all parties considered to

be both comprehensive in design and flexible in approach. This plan N% as described

in the Definition Summary already submitted by GLC.

4. 2 Community Educational Concern

The community participation plan deals with two levels of educational

concern expressed by community residents. One level relates to the FLNT com-

munity's recommendations for governance and accountability of, and decision making

for,the first educational facility, as well as the entire educational system. A second

level deals with:

o Parent participation in the instructional process.

Parents' orientati an and handbook.

o Policies relating to parents' activities.

Parents' role as community relources.
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4. Proc.!ss for ( rnnrnlrni1V Selection of t-41ruetural and
Suprdemeniary Program Activities

As described in the Definition t',.nimary, the Special Projects Division

of the D.C. Public Schools, the FLNI Citize.is Advisory Council, the Council Edu-

cation Committee, and GLC staff invited representatives of community organizations

to attend workshop sessions. All these sessions were attended by FLNT area

organization representatives on a voluntary basis. By the end of July they had devel-

oped recommend:U.Ions for agency and community review.

Community participation alternatives were discussed ia two different

frameworks: structural and community education. Structural alternatives are the

possible systems which could allow the FLNT comrru to participate in the

governance and/or operations of the new school system. (These alternatives are

discussed in Section 4.4.) Community education alternatives are the possible support

programs which could be designed to expand the educational opportunities of all

FLNT citizens as well as students. (Soo Section 4. (3.)

To begin, the participants felt a strong antipathy for any structural

alternative which was simply advisory. They felt no one would pay attention to an

advisory body ani that a group performing advisory functions would not be account-

able to the FLNT community. These notions opened further discussion about the

nature of community participation or shared poster concepts and community control.

After much discussion and explanation, the group decided that the community at

large should dccid:, which alternatives seemed appropriate. A decision zi5 readied

at this point by the group; it decided to construct an interim Educ:.I ion Cnromittce

(1. E. C. ) tthich wot ld assume certain shared power responsibilities until such time

as the community ",..lecicd" thc most sullable aternative for continued p.ntieipation.

4 -2
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This decilion met several of the criteria established by the group:

That the alternative chosen must meet all present and future

needs of the new school system and its constituency.

That an interim body should be recommended which would not

preclude expanded participation by additional community

organizations or desired flexibility.

That !he interim body should not interfere with the sel action or

election of a different body or council in the future.

o That the interim body would provide su' 1z:olive leadership

immediately and during the transition phase between I. E. C.

operation and the operation of the selected option beginning in

Fall 1970.

o That a second group of alternatives should be recommended by

the workshop participants, and community education programs

be designed to provide additional education activities or to act

in support of regular school programs.

Community Participation Stmetuvri Alternatives

4.4.1 Recommended Interim :\lternative

One alternative considered was the creation of a community boar' to

serve as an advisory body to the Special Projects Division of the D.C. Schools. It

would serve in this capacity during implementation anzl early operational phases,

and its members would be selected by the I'LNT Citizens Council. This ziltera:.tive

was rejer:tcd because of the fear that it would be a non-fenetionin;, zulisoryb.lcly

with no responsibility for plannbg, implementatio.l. and of (Ino firs

facility.
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The second alternative, accepted by the community group, was the

creation of a group having "shared power" in the planning and implementation process

working with groups such as the Board of Education, Special Projects Division, and

the project planning staff. (See Diagram below.) Called the Interim Education

Committee (I, E, C.) it would be more than just advisory and could help establish

the alternative selected to continue on a permanent basis after November 1970,

electing the members and formaliz,ing relationships.

The budget committee is rdso part of the machinery included as a

subcommittee of the I. E. C. , until such time as a permanent body is established.

The PTA or PA could have a member or members and students could be represented.

Supt. of
Schools

Special
Projects
iv i 3 ion

Bd. of Ed

^ ^ ^
(shared pe.,:ers)

Proj. Adm.

& Staff

StaffStudcnt:,

Parents

Interim
Education
Committ,

( PTA or )
_11. A.
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The Interim Education Committee would be able to 111;11M:tin continuity

of plannirg, etc. , without foreclosing future alternatives of a more permanent nature.

It would work with tic responsible school al..1:eney and with education c, itsultants

until December 31, 1970. This alternative is recommended for implementation in

October 1969.

4.4. 2 Permanent Participation Alternatives

The I. E. C. will present two structural alternatives to the FLNT

community as possible permanent systems to be established for community partici-

pation after the 1. E. C. has fulfilled its role and fnction.

Before the First Facility becomes an existing entity, the FLNT

community will be educated about the two feasible alternatives.

4.4. 2. 1 First Permanent Participation Alternative

This alternative deals with the election of a governing Citizens

Council for the First Facility. This Council would be comprised of 12 citizens

elected by all residents in the immediate FLNT area as well as on site. El..,ctions

would be held in both areas. The Honest Ballot Association or a similar agency

would conduct the actual election.

Of the 12 members of the Council, 3 members would act vs a

"trioka" in implementing policy decisions arrived at by the full Council. One of

three members would be cleeted by the Council to the post of Chai roman of the "trioka"

or Commission, one would be selected by the Council, and one would be appointed

by the Board of Education. This Commission would relate the decisions of the

Council to the Project Director and his staff for implementation. The following diagram

sketches oat, functionally, the roles of all parts of Council.

1-5
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Full

Citizens

Council

I chairman
elected by
the Council

Assrt Comm.
selected by the
Council

3 Yan Connission

Ass't Comm.
appointed by HI
Bd. of Ed.

7

9 Member elected Citizens Council
i

Boundaries shall be Eastern Avenue, North Capitol Sir Let

and Florida Avenue, New York Avenue and the Arboretum Community. This shall

be known as the affected area.

Membership

Citizens Council:

12 citizens elected by residents of the affected area as

well as on site.

3Man Commission (salaried positions):

All are members of Citizens Council

Chairman of Commission is elected by community at largo.

Assistan: Chairman is selected by the Council.

Assistant Counnis.c:ioner is nr,)ointcd ito:ird of Edecat ion.

1-6
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Qualifictious of C(ameil 'Members

To be set by I. E. C.

Functions of Co'.Incil

To function along with the Board of Education in making

policy decisions on Fort Lincoln School including personnel,

administration, community participation , and curriculum

materials.

o To negotiate contracts v,,ith the Board of Education and

private agencies.

To seect the assistant. commissioner for the 3 -Man

Commission.

To regulate the activities of the 3-Man Commission.

Functions of 3-1%lan Commission

e To d.2.velop implementation plans for policies set by the

Citizens Council.

To act as liaison between Board of Education and Citizens

Council.

e To regulate the activities of the Project Director and his

staff.

To relate the decisions of the Council to the Project Director

and his staff for implementation.

Functions of Project Director

To implement the plans set forth by the 3-Man Conthii::;i0u.

401
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o To regulate Sam)] personnel.

o To be directly responsible to the 3-Man Commission.

Election of I 2-"Mernb..,r Citizen's Council

Elections will be held in November 1970

The election will include the affected area and on-site residents.

Council shall be composed of 12 citizens.

4. 4. 2. 2 Second Permanent Participation Alternative

A further expansion of the council or hoard idea would be a Board

of Trustees which is an integral part of the school organization. Such a Board could

be comprised of 10 to 16 members elected by the parents and residents of the

community. They would not be salaried for obvious reasons.

The Board's functions would be:

o To relate community attitudes about the nature of the educa-

tion the students redeye;

o To take joint responsibility with the administration for

developing guidelines concerning future planning, policy of

administration, special pLojects, and curriculmn emphasis;

o To help coordinate parent-teacher-student relationship

building by acting as resources to the school and as resource.

referral units.

Each member should redeye a per diem plus expenses in order

to defray personal costs as much as possible.
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Each member \voold be eNpected to spend one day a week in

active participation in the school.

Membership of the board could be constructed in such a way as to

represent a broad cross section of community opinion.

Graphically, the board could fit into the school operation as

demonstrated in the following diagram .

A good operating model would be to utilize board members in

teams of two o. three. Each team so developed would then specialize in an area

of personal interest and benefit to the school. For example a team might aid

the staff and administration in planning budgets, another team might act as a

resource or as a resource referral unit.

Membership

The Board of Trustees will be composed of the following

people:

3 students (aged 11 and over, 1 representative each from

elementary school, junior high school, and senior high school)

2 senior citizens (oxer age GO and residents on site)

8 residents from the affected area (nonstudents over

age 16).

1 representative elected by D.C. Congress of Parents

and Teachers

Project Director Fl.NT.
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Project
Director

10 to 16 Member
Board of Trustees

17 I

(Administrative Functional Units)

Staff - Parents - Students ((?f 1st. Facility)

Board of Truste 3

arentr

Functional
Units

-Students-
f 1,-1 Facilit.
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Slig2S.'SINi Officers

o Officers will be elected b, the Board or Trustees, majority

rule.

o Officers, when needed will be Chairman, Vice-Chairman,

Secretary, and Treasurer.

o The Project Director will not be eligible for Chairman of

the Board.

Functions

The Board of Trustees \ill assume all of tbe, functions and

responsibilities of the I. E. C.

o Additional functions will be considered as the Board operates.

o The Board of Trustees will develop a plan of transition by

the time the second facility opens. (The intent of this

function is to insure the opportunity for inclusion of on-site

residents to sit on the Board of Trustees.)

Qualifications of Board Members

Community representatives must be duly elected by majority

rule by the residents of the affected area and on-site residents.

Additional qualifications \yin be set by the I. E. C.

Election of Special Seats

Student seats, senior citizen seats, and city-widy scats arc

special seats and will be filled as follows:

Ste lents will elect their represcntativcs from the

affected area.

4-11
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Two rialf members shall be elected, one of Ivhcm

will be a teacher.

The specifics of the election process will 5c determined

by the I. E. C.

4.4.3 Summary: Community Participation Alternatives

These alternatives just described indicate how the FLNT community

can provic12 input into the school programs. They are best illustrated graphically

as fc-lows:

Alternatives Type

I. E. C. Shared Power

Permanent

{Fully Responsible 3 years
Power

Operational Time Recommendations

1 year Recommended f'or
adoption October 1969

Shared Power 3 years

Recommended for
discussion with the
FLNT community
in 1970 before ele7.-
tions and final adop-
tion in December 1970

The Interim Education Committee operates until December 1970

when a new board is elected. I. E. C. %rill aFpoint 5 members to the new Board for

one rear beginning December 1970 to alleviate transition problems and provide con-

tinuity in planning.

4.4.4 Community Education Program Alt ernatives

Several alternatives N'ere suggested for recommendation to the FL NT

community in diseus:';1011:, conferences, etc. They are the possible types of support

progrr.ms FLNT ciiizens may wish to .1 operating ii the First Facility. Skink.
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examples are: Learning ileinforcerocnt Program; Reading Assistant Program; and

Adult Educatien Program. (These alternatives are explained in Section .1,6,1.)

4.4.5 Timetable for Community Plan Activities

1DGO schedule by \Yeas

Oct. 14 Special Projects Division conducts meeting to which 60 or so
organizations will he invited to attend for the purpose of electing
20 or 25 persons to comprise the shared power Interim Education
Committee (I. E. C.)

Oct. 14 I. E. C. meets and organizes.

Oct. 21 Special Projects with the assistance of the I. E. C. prepares infor-
mation to he distributed to FLNT ccormunity concerning First
Facility.

Oct. 28 Special Projects with the assistance of the I. E. C. distributes
information to community and develops record-keeping mechanism.

Nov. 15 A copy of all information from Special Projects concerning number
of staff, role descriptions, salary schedule, recruitment procedures,
and roe itment constraints is forwarded to the Person..01 Sub-
committee of the I. B.C. along with prepared brochure:. to be used
for advertising staff positions.

Nov. 29 Develops list of contacts.

Dec. 7 Community Cost ;Model will be reviewed by Administration Sub-
committee of I. B.C. with Special Projects Division (bring program
alternative seic,:tion. Community operating budget recommendations
will be prepared for inclusion in flu supplemental Budget to be sub-
mitted to Board of Education.

An interviewing schedule prepared by Special Projects /Implementing
Agent does not start until 1070 will be forwarded to the Personnel
Subcommittee of the I. E. C.

1970
Jan 2 Interviewing will be a joint effort of Personnel Subcommittee of I. E. C.

and Special Projeets/Iniplementi»g Agent.
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June 7

June 12

June 17

July 5

July 19

July 26

Aug. 7

Aug. 12

Aug. 19

Sept. 7

Sept, 12

Sept. 19

Sept. 2G

Oct. 5

Oct. 12

Jan. 8

Start up on Phase T St, ft D;.;velopment preparation:
Follow-up on training site by I. E. C. and Implem..mting Agent.

I. B.C. should assist Implementing Agent in selecting programmatic
and/or physical resources for use in Phase I Staff Development preparation.

Selection process of May 31. completed,

Begin to interface with Implementing Agent and training staff
during Phase I Staff Development preparation,

I.E. C. prepares to distribute information to community Concerning
Board election.

I. E. C. disseminates information to the community.

I. E. C. starts preparation for Board election.

1. B. C. develops criteria for selection of prospective Board members.

I. B. C. disseminates criteria for selection of Board members.

I. B. C. distributes information concerning Board election and seeks
petitions from prospective condidates.

I. E. C. begins to support orientation and operation processes.

I. E. C. continues to support orientation and operation processes.
E. C. accepts petitions.

Electoral rocess is submitted to Bard of Education for approval.

Candidates for Board are announced to community.

Prospective Board trembers begin to campaign.

Via Special Projects /Implementing Agent, Curriculum Sub-
committee will review the following submitted lists (No approval
r ircd):

o JPI and other materials
o Resource Cc nter

Parents' Manual
Equipment and Supplies for Training

Feb. 5 Interview will be completed for Core Training Staff and T. B. C.
Personnel Subcommittee will submit their approval list to Imple-
menting Agent.
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Feb. 12 Prepared "Relocation Materials" will be forwarded to Personnel
Subcommittee for their support of staff to be relocated.

March 1 Core staff hired.

March 15 Administration Subcommittee of the I. E. C. will be asked by
Implementing Agent to lend support in determining school for
training facility.

April 5 Staff recommendations approved and finalized by Personnel Sub-
committee of I. E. C.

April 12 Personnel Subcommittee forwards recommendations to Special
Projects Division and Board of Education.

April 19 First Facility students will be identified at this point and Imple-
menting Agent will rcgtest support of Participation Subcommittee of
I. B. C. in review session with parents of identified students
(Parents' Manual).

May 3 Implementing Aunt will begin work with I. E. C. in determining
relocation process for staff to be relocated.

May 17 Implementing Agent may request support from Participation Sub-
committee in selection of criteria (if not already established) for
children who will participate in training program.

May 31 Selection process of community pcnple to be locked into Phase I
Staff Development preparation bogie).

Nov. 5 Community election of Board members and type of Board takes
place.

Nov. 12 Announcement of outcome of election disceminalcd.

Nov. I9 I. E. C. prepares for I nsit ion

Dec. 5 Cost Model will be reviewed by Administrative Sul connr nice of
I. E. C. with FLNI administrators .(Implementing- Agent's job is

`finished) during selection of program alternatives. Budget recom-
mendations for operating supplemental Budget will be prepared
for submission to Ileard of Education.

Dee. 12 installation of pow officers.
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4. 5 Current Ort;tmization and Resoonuibilities of th interi]n Education
Committee

The Interim Education Committee, assisting the Special Projects

Division of the D. C. Schools nod the Board of Education, is essential to the con-

tinuity of planning the education program. It will be invaluable in the remainder

of the planning phase, during the implementation phase, and up to the time the

First Facility becomes operational. A number of important tasks will be under-

taken during the implementation and early operational phases, including staff

development (parents and paraprofessionals); recruitment of staff; training of

staff; administration planning; and education program development.

Other considerations also apply. The Special Projects Division of

the D. C. Schools will need the help of a group of people such as the proposed

I. E.C. to provide the necessary community support and assistance during the next

year. If a more permanent body were selected at this time, future options for

community participation would be foreclosed. This would be especially disastrous

as neither the present affected FLNT community nor future residents on the site

will have been exposed or educated as to possibilities of a new education program.

This I. E.C. represents an attempt to maintain continuity of plan-

ning, implementation, and early operation without foreclosing alternatives for

eventual meaningful community participation.

4. 5. 1 Duties and Responsibilities

Personnel Functions

o Encourage qualified po:ple to apply for employment 0;3 st;111

members of the PENT First Facility.
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Assist the e (Ai rnu tor in recruitment, orient contractor

to community feeling toward staff.

o Interview applicants and review qualifications, (not in terms of

professional qualifications but rather human characteristics).

(Note: Operating engineers should be licensed by D. C.)

Assist contractor in providing human relations training for

staff.

Other functions as decided by the I. E. C. and Special Projects

Division.

Until the final Board is elected, the Project Director will handle

matters relating to release of staff members who can't or won't

perform their functions.

Materials and Supplies

Committee will review and react- to materials and supplies

suggested for the school by the contractor. Their recommen-

dations will be the deciding factors in the materials and sup-

plies ordered.

Parents, Students, and Community Participation

o Act as policy-making umbrella organization for community

participation, by the authority of Special Projects Division and

the D. C. Board of Education.

o InTlc:seniation of !he community education programs as reCaeSied.

(See Section ,1.6, G.

1 -17
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o Accept and :tot upon grievances from parents and stuclonts as

referred by the Project Director.

Set qualifications of candidates for the Board of Trustees or

the Citizens Council, by the authority of the Special Projects

Division.

Election process to be specified by the J. E. C.

Budget

I. E. C. will make recommendations to the Budget Committee on

all items that appear in the FY budget.

Administration.

o I. B. C. will work with Project Director to facilitate the smooth

operation of the school by moeting with the Director as often as

the I. E. C. and Project. Director deem necessary.

Curriculum

L E. C. will work closely with the contractor on curriculum to

review and recommend changes therein with the concurrence of

the Special Projects Division.

Liaison

I. E. C. will act as information disseminator between school

and community.

Organization

I. B.C. will operate these standing subcommittees:

- Administration Subcommittee

- curriculum, Supplies, II:dock-Os, and Administration Sub-

committee
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Personnel Subcommittee.

- Particilmtioa Subcommittee (parent, student, and community

participation.)

4.5.2 Membership

The I. E. C. membership as presently conceived will come from the

original 60 major organizations invited to attend the Community Participation Plan-

ning Workshops. This group has been working under the auspices of the Special

Projects Division of the District of Columbia Schools and represents a broad cross

section of opinion. The Fort Lincoln Citizens Planning Council concurred in the

selection of the various organizations invited to attend. Of the GO organizations

who attend the meeting to be held in October 11i69, those who decide to participate

will be assigned to subcommittees and become part of the I. E. C. Membership

will include on-site residents should there be any before December 1970. There-

after, on-site residents will automatically be included in whatever permanent body

there may be.

A list of the men-;bers of the FI,NT Community Planning Council

may be found in Appendix G of the August 7 report, "Comprehensive Planning for

an Education System. o

4.5.3 Responsibility to the Community

One of the major ways for a community to participate in tl,e educa-

tional process is to become thoroughly involved in community education -)-ro-

grams in and surroundhg the site of an cdueatiomil facility. The programs to be

outlined in Section G offer the FLIT community many opportunities for p;:,.ticip..ttiolt.

1-19 413



To enhance community participation, the I. E.C. will be asked to

recommend community education pro'grions to the Special Projects Division for fund-

ing directly out of the budet allocated to the first . The I. E. C. 's role,

in additicn, creates a common community interest in the educational affairs of the

Fort Lincoln Schools. Through a monitoring process, the I. E. C. should be able

to recommend people and other resources which can be utilized by the programs.

Finally, the I. F. C. will work directly with the Project Director in developing

guidelines for the operation of the community education programs when approved.

4.5.4 Responsibility to the School

The I. E. C. , in representing FLIT community interests in the

schools, has an obligation in terms of adding community attitudes and opinions to

the operational mix in the planning, implementation, and evaluation of school pro-

grams. The I.E. C. will consist of standing subcommittees which will participate

in several areas of school life.

Administration Subcommittee. This committee will concarn

itself with the administrative policy in the school. For

example, it will be expected to aid the Project Director in

determining basic criteria in regard to lunchroom supervision

or school - -wide book distribution.

Curriculum, Supplies, Materials, and Administration Subcom-

mittee. This committee will concern itself with curriculum

policies, use of supplies, and administrative policy with respect

to curriculum.

414



o Personnel Sulicommitten, 'This committee will concern iU-;clf

with recruitment, setting of guidelines for hiring, and promot-

ing a harmonious staff-community relationship.

o Participation Subcommittee. This committee will concern

itself with assisting the Project Director in setting participa-

tion guidelines for parents, students, and community.

Future responsibilities for the I. E. C. involve the dissemination of

information regarding its activities in the planning and operational

phases until such time as a :ley; Iloard is elected in December 1070,

4. 5. 5 Administration/Community Liaison

4. 5. 5. 1 Structure of Reporting Committee

The Interim Education Committee or the elected Board for the

Fort Lincoln schools will be operating as a group of standing committees and in

this capacity will require permanent liaison to the school administration and staff.

One of the most reasonable arrangements would be for a person representing the

school to be assigned to each subcommittee to act as a liaison person somewhat

in the manner of an executive secretary assigned as a permanent liaison person.

The liaison person should either be a teacher or a coordinator and would perform

in the following roles:

Act as forma'_ liaison l)ei;ween LE,C, and the school admin-

istrntion and staff.

o Iltrcpret report3 and data for the I.E.C.

* Attend all subcommittee meetings, but not vote.

o Arrange for all meetings and facilities for meetings.
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I o Duplicate and distribute all reports generated by the Oper-

ating Team to I. E. C. (Sec Volume 2, Section 2, Organiz-

Ptron/Staffing Plan.)

o .Report to the administration of the school on activities of

the subcommittee.

In general, these functions would be performed as part of a

staff member's normal duties and would require no additional personnel to be

added to staff. Assuming that new duties may be identified and acquired by the

liaison person, redefinition of responsibilities could be undertaken after the school

becomes operational.

4. 5.5. 2 General Reports

The I.E. C. and the permanent community participation struc-

ture will make progress reports to the Fort Lincoln school or schools on February 1

and June I. of the calendar year.

Progress reports from the executive secretaries on their acti-

vities will he made on the same dates of the calendar year.

Executive secretaries and the T. E. C. will determine which

reports need to be presented.

4. 5. 6 Staff /Community Participation

The staff of the. First Facility will be comprised of many people

with special skills who must interact positively with parents, students, and other

citizens of the FLNT area. After an appropriate period of orientation and Phase

I Staff Pr.welopment, the facility will open to the jnibl;c. Programs will start and

certain expectations of the FI,NT eonneunity will be fulfilled. Before clincus:,..ing

I -22 416



these expectations, it would be well to indicate the numbers and basic responsi-

bilities of this staff. (See Volume II, Section 2 for details.) These are:

e 37 professional and panprofessional people.

This includes teachers, administrators, aides, secretarial

and support people, coordinators, community volunteers, etc.

The staff tvill be concerned with:

- Orientation of staff to operating system of facility

- Obtaining resources such as foes, materials, people, etc.

- Production. of materials

Payroll

Accounting

Traimportation

Maintenance/repair

Record keeping

- Purchasing

- Security

- Public relations/visitor accommodation.

It will also be involved in:

- Identifying needs for staff development

- Problem solving-- individual student problems, stage-wide

proo:ems.

Supervising /assisting

Reforral/folk,..y-ur specia' services
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Defining good instructional practices

Allocating resources (schedule) -- time, things, people,

Designing and specifying materials.

In order to develop the positive interaction necessary for the smooth,

efficient operation of the school, the FLNT community must be thoroughly involved.

Several concerns GI' the FLNT community had been meattioned in txu... workshops.

They arc:

o Parcnt!tcacher contacts must be increased so as to provide

feedback of information between the cor munity and the

school.

Community needs must be included in any staff development

process.

School pride on the part of students and parents must be devel-

oped so as to secure a proper environment for learning.

The staff development phases should include the utili7ation of

school aides and volunteerJ. Pace relations and intrapersonal

relations training should also be included.

As planned, paraprofessionas will be included on the staff and

therefore will be able to impart the community viewpoint necessary for adequate.

school progainming.

Teachers will be able to interact with parents through the confer-

ence seitin,;. They will also be a part of the review committee. A permanent

!iaison person betweer the local Interim Education Committee or an elected

Board and the sohool trimiristration in the foture in included in the Operations Plan,

4-24
418



Volume IT, Section 3. Further possibilities, for staff/community communication

mid feedback will exist when the operational phase begins and more is known about

the immediate needs of all persons concerned.

As outlinod in 4. 5.5. 1, a reporting committee will be structured

so as to provide constant information to the administration of the school and the

D. C. Public School administration as to meetings, activities, reports, and inter-

action of the I.E. C. and P. T. A. An executive secretary will be assigned tc work

with this group.

The custodial engineer's staff and the dietitians' staff would be able

to meet with other staff and with the I. E. C. on some regular basis so that com-

munity opinion is made known. Also an o,nportunity would exist for the first time

for support staff to make their needs known to the communtiy. Mutually agreed-

upon goals can be set for the support services of the school that will enhance the

environment for learning.

It is assumed that school volunteers will be carrying out many tasks

during school hours and an excellent opportunity will exist to thoroughly include

FLNT residents in the operation of the school through clothing drives, trip

supervision, book distribution, etc. This kind of activity is often unheard of and

not publicized. Often, even stiff has not been aware of the volunteer's important

functions. By including the volunteers in meetings and conferences a further bond

Is built between the community and the school.

These approaches should be viewed as links between people

and institutions. Without these links an institutic develops in isolation and grows

unresponsive to the needs of the community it serves.
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4. 6 Community Education Program:

4, 6.1 Programs Considered

Several support programs were :suggested by the workshop partici-

pants for the purpose of supporting the regular school program in the Fort Lincoln

First Facility as well as providing educational programs for students and adults in

the FLNT area.

e Learning Reinforcement Potrram. A learning reinforcement

program could be initiated in students' homes. With individualized

approaches that deal with learning in new ways, it would seem

necessary that parents be helped to understand how they can

help their children, A master teacher selected by the principal

and the governing parent body would supervise and train nine

community residents (also chosen jointly) to educate parents

in the new cognitive approaches. The community residents

would visit the homes of all the students in the school before

the academic year ends. The objectives of this program are:

- To build a bridge of understanding about the education

program between the community and the school.

- To provide a source of feedback to the staff.

- To encourage parents to participate in school programs

as volunteers.

- To provide a resource of pcoph, for leadership in the

FLNT community.

This program woul ! operate out of the joint school-community
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facility. It is estimated that the appropriate ratio would be

70 student families allotted to each community instruction

aide. Separate training. would be provided through the school

budget prior to the beginning of school. Parents would be

encouraged to use instructional materials in their homes with

their children. These materials will educate parents in the

new methodology being used in the school.

o Reading Assistant Program. A basic program utilizing para-

professional FLN'T residents on the basis of one aide to two

teachers would be designed to assist teachers in classroom

instruction. The Anacostia Community Reading Program is

an excellent model. Four weeks of training with af!ditional

in-service training is mandatory. The director of the program

should be a community based professional who is part of the instruc-

tional staff. Preservice training would be provided. This

program would also fill staff instructional needs in the facility.

o Adult Education Program. Adult Education would be ;lother

option that fulfills the function of community education.

Curricula offerings would be based upon the needs and desires

of community residents. However, suggested offerings include:

Black Studies, Employment Education, Voter Registration,

Creative Arts, and Technical Preparatory Training. One director

and five part-time t:achers or experienced community residents

should he sufficient. The program would operate initially two
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nights a week and would serve approximately 200 adults

per week. Adults could "pay" their tuition in this program

by tutoring students. Adult use of the school would be

enhanced considerably. and they would act as models for

students, This program also would provide additional resource

people for community-school service.

Tutorinl Program. A tutorial model could be explored. The

concept of students tutoring students is a proven success in

New York City and could well be visualized in the Fort Lincoln

School. One teacher, two aides, and 50 of the oldest, most

responsible student tutors would operate 1 tween specified

hours every day. For example, one set of tutors could be

utilized in the mornings, another in the afternoons or evenings.

Tutors would work with younger students who are finding diffi-

culty in their regular school work. The supervising teacher

should have considerable experience in all levels of curricula

so as to enable the tutors to function effectively. A shared

portion of the school-community fee ility could be utilized thus

emphasizing the continuity of student to adult development. Any

student who desires help would be able to find it !lore.

Fluid-raising Program. An easily overlooked function of an

education system Is the increased cost of present services in

relation to future costs. An administrator should not have to
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devote all of his time to trying to get ;-ipccial programs funded

by private sources. For example, administrators arc continually

looking for ways to beef up or support programs within the school

which arc centered around reinforcing studelit's motivations to

succeed. Programs like Higher Horizons in New York City were

funded through the system channels, but other New York City

schools needed the program and could not meet the stringent

requirements set by the Board of Education. The suggestion

here is to hire a part-time public relations person who has

community experience to take over this functio:i. It is also

suggested that two clays a week would be ample. The benefits

that would accrue to the Fort Lincoln education system obviously

would outweigh the cost of such a person.

Student Teacher Program. A student teacher transitional pro-

gram might be feasible as an aid to the staff in the otierations

phase. This unit would concern itself with orienting all people

on or around the bite who come into contact with citizens who

have children in the school. Most universities have student

teachers who could participate. This process also provides an

additional source of future personnel who are \veil versed in the

operations and methods of the school. At first glance the approach

would seem to be a pure school function, but the suggestion here

is that community resident volunteers who function hi other
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capacities in the school be involved in the prescrvice and

in-,service training of the university students. hopefully, the

student-teacher commtmity mix would alleviate some of the

tensions now existing between teachers and parents. This

unit would consist of 35 to 25 student teachers guided and super-

vised by an experienced teacher. The unit would operate from

duly 1970 to July 1971 and would aid in managing implementation/

operation problems. The minimum time for participation of

student teachers in the program is one consecutive school year.

Commtrity Services. A further consideration should be

recurring services provided within the school which would

bring people into the facility. This, option would be a modification

of the Community Education Center model. A check cashing

service, a health clinic, and/or a dental clinic could be included

in the package of services provided. Since the services would

be offered by public and private agencies, costs would present

no problems. The I. E. C. and the school administration will

decide which services should be provided.

Satellite Lear:1125 Center Program. Satellite Learning Centers

arc further options worthy of consideration. For example,

apartments could be rented by the school in houses or in

commercial s:ttings. The purpose of these Centers would be

to:
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make the school Visible in the community

- provide access, to pertinent learning materials

cre ate a better linkage with residents and their children,

sonic of whont may be preschoolers

meet contingency education needs on the part of all resident

students; but the primary purpose world not be

to offer courses per so, but to simply provide additional

learning environments for students closer to home. Home-

work or special projects could be undertaken in these Centers

and Nkould further support the student's motivation to learn

and succeed. Adults or children would be able to use this

space as a quiet, informative place apart from their busy

schedules during the day.

A community person would supervise the Center and school staff

could be on hand occasionally.
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4. 6. 2 Information About Child Care

There are two kinds of federally supported programs for day care

services for disadvantaged children under age 3: family day care homes and

parent-child centers,

e Family day care hoic Serves only as many children as it can

integrate into its own physical setting and pattern of living. It

may serve no more than five children when the age range is

0 through 6, including the family day care mother's own children.

Only 2 of the 5 children can be under age 2.

For this type of child care, Federal Interagency Day Care

requirements must be met. Funding can be applied for under

Title IV A and B of the Social Security Act (19(37 amendments).

Other Federal funding sources exist, but only money obtained

.through HEW under Title IV would be available.

Federal Interagency Requirements have not been set for center

care of children under 3 years of age. If programs offer center

care for this ago span, local licensing regulations and require-

ments must be met.

o Parent-child center. These programs serve disadvantaged

children aged 0-3 years and their parents. The center has a

comprehensive program of educational, social, and health

services. 0E0 has funded sonic 20 demonstration parent-

child centers (one in D. C.). More are planned, but a second in

D. C. is unlikely.
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In terms of the child's cognitive development, the parent-child center

concept is superior to the family thy care home, but the cost is prohibitive. Because

guidelines for parent-child centers are still evolving, current demonstration projects

operate under rigid health-sanitation rules which require elaborate facilities that

approach a mini - children's hospital. The number of staff is based on an almost

one to one ratio of adult to child.

4.6.3 Child Care in FLNT

Child care in FLNT should be planned within the context of the new

4C program (Community Coordinated Child Care). The District of Columbia is

making progress as a 4C pilot program area and could serve as the contracting

agency with HEW for a three-to-one matching giant under Title IV of the Social

Security Act.

An alternative approach to the parent - child center might be a day

care facility for 100-200 children between the ages of 3-5 with a full staff capable

of assisting a net orb of family day care homes caring for children under age 3.

If private sources can provide 25 percent of the cost of such an

operation, Title IV funds can be arranged for the balance (75 percent). Operationally,

the private funds are given as a grant to the D. C. Welfare Department to serve

4C needs in FLNT. The Welfare Department arranges for the 75 percent matching

grant from HEW and contracts through 4C for day care services in FLNT.

4. 6.4 Community Education Programs Recommended

All the alternatives just outlined are suggested for recommendation

to the FLNT community in discussions, conferences, etc. They are the possible
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types of support programs FI,NT citizens rnay wish to see operating in the First.

Facility. The progYrains will necessarily need to be :approved by the I.E. C. and

Special Projects Division.

4. 6.5 Implementation of Ilecommend:d Programs

A shared power Interim Education Committee will he selected by

the 60 organizations originally invited to participate in the Community Participa-

tion Planning Worhshops and any other additional groups missing from the list.

This group broadly represents the existing FLNT community. It is expected that

some 20 to 25 persons will be elected by the larger group to comprise the I. E. C.

The I.E. C. will then be established and approved by the Board of Education. It

will operate until December 1970 when the permanent governing board or council

is selected through an area-wide election process. A meeting will be held in

October 1969 to which the 60 or so organizations will be invited to attend.

The I.E. C. will have responsibility for carrying out several

activities.

The first major assignment of the interim committee will be

to review the education program alternatives and to decide

which of these should be included in the first year of the school.

These final decisions must be made by the end of December 1069.

The second major function is to disseminate information about

the committee's work to the cumicun ty.

The third major function is to consider child-care services.

The fourth major function will be add new members as new

residents move to the site.

428
4 -34



In the final singe of the I. E.C. 's existene, it will be responsilde

for disseminating information, announcing candidates for election to the new

board, and assisting in the election process to be supervised by a responsible

neutral body.

The I. E. C. will be funded through the earmarked community planning

funds. The I. E. C. will also administer the community programs through a director/

coordinator provided by the funds allotted.

In addition, the I.E. C. will be responsible and accountable to the

Special Projects Division of the D. C. Board of Education.

4.6.6 Community Participation/Parent Involvement

As developed in the Education Plan, parent involvement will be a

major key to the success of the new Fort Lincoln School system. Contrasted to a

community-wide participation in the governance of the schools, involvement of

parents should be an education-oriented process.

Parents' vole in the instructional program. Parents of children

in the Fort Lincoln School may play a number of roles. As

members of the community they may he consumers of adult

education courses and/or use recreation facilities; they may

be resource persons providing special skills, materials, or

manpower; they will he decision-makers indirectly through their

representatives on school councils and directly as parents of

individir I children. The total program for effective parental
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particiy,ation is discussed in the Education Flan, Volume I,

Section 1. ft, in terms of: orientation, Parents' Manual, and

parental involvement.

Parents' Role/Community Resources. There will be a definite

need for the school to identify resources for utilization. These

resources a ill be both people and programs. By programs

is =air; those churches, government agencies, local volunteer

civic organizations, etc. , which can fill the programmatic

needs of the Fort Lincoln Schools and the community.

It would seem reasonable to assume that the C.c:mmunity Coor-

dinator will be working with volunteers, parents, the I. E. C. ,

and P. T. A. in locating resources. This work may be accom-

plished through the use of committees, telephone contacts,

utilization of the parents' manual, conducting searches for

materials an:I supplies, and obtaining leads to untapped personnel

resources in the community. As an example of this kind of

aativity,the parents and the Community Coordinator will be

conducting searches for old electronic equipment to outfit a

science project and to locate personnel needed to operate that

eqt,ipmeat if it is highly speciatized. Further, parents make

excellen: suggestions regarding school needs that staff often

overloul, because they are too close to the situation.
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4. 7 Summary

With great effort otia personal sa,pifice during a vacation period,

the workshop participants developed and ecommenthid a community participation

plan for Fort Lincoln Schools. It is felt that the plaa is rea3onable and flexible,

accommodating future changes; that it will bridge the gaps between the planning,

implementation, and operating phases; that it does not preclude any group from

participating in the schools; and that it is designed to phase itself out at a specific

time. It is also felt very strongly that the selected program would best protect the

rights and interests of all FLN residents both on and off site.

Both the structural and community education alternatives must be reviewc

by the FLNT community at large before final selection of the structure itself and

the election of people to the new Board.

A process has been outlined for the staff of the new Fort Lincoln

Schools which will enhance its interaction with the community in a very real way.

Administrative inputs have been recommended that hopefully will

bring the community closer to the operations of the schools.
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